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Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.1a FEAEFE=EATEEABLE /N K~ Standard logo - scale and minimum size

T~ s

TEAEAER T » SR REEE DR Aty TR 46t -

PreEseEds L EEa] FHs - BEEEER/ N R 40mm - -

The shape or structure of the entire logo must not be altered under any circumstances.
The minimum size of the standard logo is 40mm, unless prior approval from

the Social Welfare Department is obtained.

K25 E Horizontal Layout

2 3y,

Subsidised! Service! by the Social Welfar¢ Dlephrtmént

&/ 2 < Minimum size

o4 R R B

Yubwiceed Sorvics by e Sedal Walliey Diperimies

I A40mm |
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Subsidised Service by the Social Welfare Department

RIEERFM
Logo Usage Guideline

1.1b fEAEFEEEAY /N2 2 EEE Standard logo - minimum clear space

*Tu & IT_EIF'ﬁ AN/ INZE 4= BE R AT R RS Y SE B
REATAEEE U E PR BE Eh e N2 4 EE%EE%EI’JWF%
*‘I“DL‘ ETT/J\#Z:EEE%EELJ\*TUL S "X R B AREEBIETE -

The minimum clear space ensures the integrity of the logo.
Whenever possible, leave more than the minimum clear space around the logo.

The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.
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Subﬂdlscd Service by the Social Welfare DEpdl‘tmL[lﬁ
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.1c fEz=EEH 23H48  Logo colour

1. Full colour 2. Monochrome

&R E BB AR & EME SRR

Subsidised Service by the Social Welfare Department Subsidised Service by the Social Welfare Department

PANTONE 186 C Hex #C8102E

PANTONE Warm Grey 9 C Hex #83786F
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.2a FEEMEfE SR FE G 815/ K<) Standard logo - scale and minimum size

FEAEIE Y - AR SO ERESEHITEAR TS5 -

Pregdofel ISt EE s S - BEREEE N A30mm -

The shape or structure of the entire logo must not be altered under any circumstances.
The minimum size of the standard logo is 30mm, unless prior approval from

the Social Welfare Department is obtained.

FEHRE Vertical Layout
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the!Sdcial Welfare Departmenit

/2= Minimum size
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Subaiderd Servics by
thr Sncial Weksre Ihparimese
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.2b R /N2 4 B Standard logo - minimum clear space

@Efflﬂl JE B B/ N2 A R AT W R AR RS Y SE BE R
REAE P A PR el Lh e/ N2E /\EE%EE%EI’JW fi]
ffﬁ*ﬂ:éﬁwd\#éﬁﬁﬁﬁmu FESEHY S "X B IREE PIETE -
The minimum clear space ensures the integrity of the logo.
Whenever possible, leave more than the minimum clear space around the logo.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.
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1.2c fEzEEE R Logo colour

1. Full colour 2. Monochrome

HtEEHNEEERR e EFE TR

Subsidised Service by Subsidised Service by
the Social Welfare Department the Social Welfare Department

PANTONE 186 C Hex #C8102E

PANTONE Warm Grey 9 C Hex #83786F
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.3a FEAEEEEAG L] B /)N K ~F Standard logo - scale and minimum size

FEEATIES T - A RE S R B SEHITEAR TGS 1 -

PrepSeis e Er 2t - B EREss sy MRS R 50mm -

The shape or structure of the entire logo must not be altered under any circumstances.
The minimum size of the standard logo is 50mm, unless prior approval from

the Social Welfare Department is obtained.

g/ 2 Minimum size
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.3b fEAEME=EAY 7 /NZ2 2 fEEE Standard logo - minimum clear space

@m P_TIF% Y/ N2 g BE R P i PR SEAY 50 B 1
RETE ﬂﬁm%ﬁ%’tbwd@réﬂﬁ%&%%ﬂ’]w fE] °
@Efﬁ’?ﬂid\étéﬁﬁﬁﬁmu EEEEE "X HERALKREE PIETE -
The minimum clear space ensures the integrity of the logo.
Whenever possible, leave more than the minimum clear space around the logo.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

"

L
S |

0.1X]

il
|

iﬁ'hﬂ%éﬁﬂﬁﬁi‘%

Suhsullsed Service by the Social Welfare Department |

0.1

| = BEEER Courspace X = @



““8l(16FE2%10F)

1.3c fEEEEE AR Logo colour

1. Full colour

L& ErE SRR

Subsidised Service by the Social Welfare Department

2. Monochrome

tt e B BB ARS

Subsidised Service by the Social Welfare Department

PANTONE 186 C Hex #C8102E

PANTONE Warm Grey 9 C Hex #83786F
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

2.1 fE=EER (E& XJE$H ) Logo application (advertising and poster)

7N

00 SREERARRSREER EMSETH MHRESERtLLRAETAHUE -
MEREtAERS  U2EEPARMBRAME -
e/ EEERELIRENSE " REURLAMNE -

When the logo is using alone on advertising and poster design, it is recommended to be placed at the top left

or bottom left of the design.
Should the design not allow this, it is recommended to place it as shown in the pictures below.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

A B




HEEAEER R 1R S i it

Subsidised Service by the Social Welfare Department Logo Usage Guideline

2.2 fE=EMER (HEFElE ) Logo application (wall banner)

O—0) EEEEEAREEREN B2HeETH BRESERHEINETANUS -
MEREtRERS - 2EEPHEMERNE -
EEE ) E 2R LRSS X A A KL BN -

When the logo is using alone on wall banner, it is recommended to be placed at the top left or bottom left of

the design.
Should the design not allow this, it is recommended to place it as shown in the pictures below.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

3.1 fEECHHAMAE A S (& RO

Logo lockup with other logo application (advertising and poster)

00 BEFuEtEFRERERER—ERS RSHaH R oRF—RammEm -
FaENE 2R LRENEE" R EKLERAES -
The logo and other logo appear on the same advertisement or poster design can be used in a lockup or separately,
Thia minimum clear space is cakulated proportionally based on the height of the logo, using "x" as the unit,

0.3x E““- o S o o o o S -E
i N PEARANESESRIRE = P
X i . Hong Kong Special Administrative Region *iﬁ% *lj%ﬁ Hﬂ HE& ! i
: .. of the Paople’s Aapublic of China Subsidised Service by the Social Wellare ni'ﬂ-lﬂlutﬂlJ: !
0.3% i ;
— b
03X 02X 02X
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pii s —Cr ] =

| - RN Cearspace X = R RESEITE - | @) uxennian
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

3.2 FEGEELH MRS & (HhiEREE )
Logo lockup with other logo application (wall banner)

OH—) ERREtEGR R AR —EH S SRR T —E S -
PR\ 2 FE R L A A 5 B x " BE AT PR EL AT 4 -
The logo and other logo appear on the same wall banner can be used in a lockup or separately,
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

i N PEARSRE SRS TR E = i
. Hong Kong Special Administrative Region *iﬁ*ﬁ *lj%ﬁ WJ HE& i
k. .. of the Paopla"s Republic of China subsidised Service by (e Social Wellar: Iﬂrmﬂmtul’:
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

4.1 &% FH Incorrect use

D FeEEEFEEREAEaTM LT -
The standard colour of the logo cannot be changed and be patterned.

O FaREFXORENZRNME RN MM - BFI5Z - LA RE -

The logotype proportion or distance and relationship of the logo with the logotype cannot be distorted
or rearranged,

@

& = 5 )

subskdised Service by the Sockal Vv eltare Department Sutmidinad Savise by the Socul Wellare Suoar

R EER
Subsidised Service by the Social Welfare Department

e EHEE A

Subsidised Service by the Sacizl Welfare Department
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4.2 FE#ERER Background incorrect use

O -0 EEFoEHE A ST ENNES LA - TEA RS FREMNGRE -

The logo is not allowed to be featured on backgrounds which are massy or affected the legibility.
Some samples of unacceptable backgrounds are listed below.
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GLOSSARY §% 4

Agreement Service Unit (ASU)

An ASU refers to a unit operating welfare
services governed by the concerned Funding
and Service Agreements with subvention
provided by the Social Welfare Department
(SWD), which may or may not be premises-
tied. An NGO may operate more than one ASU
on the same premises.

Annual Financial Report (AFR)

NGOs are required to prepare AFRs on cash
accounting basis and submit to SWD annually
in respect of all Funding and Service
Agreements (FSA) services (including items
for supporting FSA services) funded by SWD
under the Lump Sum Grant Subvention
System, and also FSA services / FSA-related
activities funded by Other Funds or Donation
for Designated Purposes (if applicable).

Audited Financial Statements of the NGO
as a whole

An NGO is required to prepare audited
financial statements of the NGO as a whole in
respect of its operation on a yearly basis, which
should be submitted to SWD together with the
Annual Financial Report.

Central Item

Subvention for Central Items is allocated for
specified purposes on a recurrent, timelimited
or one-off basis which is not included in the
Lump Sum Grant subvention allocation. Any
surplus, which is not allowed to be offset by
any deficit of another item, is subject to claw-
back by SWD according to the terms and
conditions of individual central items.
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Conventional Mode of Subvention

Conventional mode of subvention refers to
the old model that prevailed prior to the
introduction of Lump Sum Grant Subvention
System in 2001. It takes the form of Model
System or Modified Standard Cost System
under which NGOs must use the subvention
allocations to settle expenditure for each item
according to the recognised items as approved
by SWD, with no virement of funds across
those items.

Cost Apportionment

Cost  apportionment  refers to  the
apportionment of operating costs between
subvented and non-subvented services of
NGOs, so as to avoid cross-subsidisation.

Cross-subsidisation

To safeguard the use of public funds, NGOs
must ensure that there is no cross-
subsidisation of non-subvented activities by
SWD-subvented programmes in money or in
kind.

Essential Service Requirement (ESR)

The ESRs specify the necessary features of the
infrastructure for a specific service such as the
operating hours (e.g. 8:00 a.m. to 6:00 p.m.
on Mondays to Fridays, 24-hour operation),
essential staffing (e.g. nurses) and the
requirement to comply with the relevant
ordinances and / or regulations.
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Funding and Service Agreement (FSA)

A FSA is a binding document between SWD
as a funder and an NGO as a service operator,
which defines the purpose and objectives,
service nature and contents, target service
users, essential service requirements and
performance standards on a specific type of
service subvented by SWD.

Funding and Service Agreement (FSA)-
related Activities

FSA-related activities are services that are not
specified in the FSAs but they are carried out
by service operators with the same purpose and
objectives, as well as same service nature
covered by the FSA, while the service contents
and target service users are in line with the
FSA.

Governing Board

The governing body of an NGO may be
referred to as “Board of Directors”,
“Management Board”, “Executive Committee”,
“Council”, etc. For the purposes of this
Manual, the governing body of an NGO is
collectively referred to as “the governing
board”.

Government
Government refers to the Government of the

Hong Kong Special Administrative Region of
the People’s Republic of China.
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Holding Account

With the implementation of Lump Sum Grant
(LSG) Subvention System in 2001, NGOs
were provided with a one-off Tide-Over-
Grants (TOG) from 2001-02 to 2005-06 in
order to facilitate them to honour contractual
commitments to Snapshot Staff. After the
cessation of TOG in 2006-07, SWD withheld
the claw-back of LSG Reserve above the 25%
cap for three years from 2004-05 to 2006-07.
NGOs may keep the cumulative LSG Reserves
as at 31 March 2007 in the Holding Account to
honour their contractual commitments towards
the Snapshot Staff and enhance human
resource arrangements. Starting from April
2025, NGOs may, after ensuring that sufficient
funds are reserved to honour their contractual
commitments to all Snapshot Staff, and with
the agreement of the governing board and
proper communication with staff through
established mechanisms, use the remaining
Holding Account Reserve in the same areas as
LSG Reserve.

Lump Sum Grant (LSG)

Under the LSG Subvention System, recurrent
subvention is allocated by SWD on an NGO
basis with grants in a lump sum (therefore
named as LSG) for operating subvented
welfare services governed by the respective
Funding and Service Agreements.

Lump Sum Grant Independent
Complaints Handling Committee (ICHC)

The ICHC is composed of non-governmental
independent members, which is responsible
for handling Lump Sum Grant-related
complaints that cannot be satisfactorily
addressed at the NGO level.
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Lump Sum Grant (LSG) Reserve

Under the LSGSS, any unspent balance of the
LSG in each financial year may be kept in the
LSG Reserve up to 25% of the NGO’s
operating expenditure (excluding Provident
Fund (PF) expenditure) on subvented services
in that financial year. Any amount exceeding
25% of the NGO’s operating expenditure
(excluding PF expenditure) must be refunded
to the Government.

Lump Sum Grant Steering Committee
(LSGSC)

The LSGSC is composed of non-
governmental members from different sectors,
which is responsible for monitoring the
implementation of Lump Sum Grant
Subvention System.

Non-governmental Organisation (NGO)

For the purposes of this Manual, an NGO
refers to a non-profit-making organisation
which is recognised as a charitable institution
under section 88 of the Inland Revenue
Ordinance (Cap. 112) and receives recurrent
subvention by SWD for operating welfare
services governed by the respective Funding
and Service Agreements.

Notional Staffing Establishment

The notional staffing establishment of a
particular Agreement Service Unit is devised
by SWD as a reference for calculating
subvention. NGOs may flexibly deploy staff
according to operational needs and their
human resource management policies, subject
to compliance with Funding and Service
Agreements and the relevant statutory
requirements (if applicable).
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Provident Fund (PF)

The provision for PF includes contributions for
Snapshot Staff and Other Posts (i.e. non-
Snapshot Staff). The PF provision for
Snapshot Staff is calculated on an actual basis
(i.e. at 5%, 10% or 15%, depending on the
length of service), whereas PF for other posts
is provided by making reference to the
standard rate of 6.8% of the salaries allocation
of the notional staffing establishment of an
Agreement Service Unit.

Provident Fund (PF) Reserve

NGOs are allowed to keep the surplus of PF
provision for Other Posts (i.e. non-Snapshot
Staff) to meet PF commitments towards staff,
which is not subject to the 25% cap. Starting
from April 2025, NGOs may, after ensuring
that sufficient funds are reserved to honour
their contractual and statutory PF contribution
obligations, and with the agreement of the
governing board and proper communication
with staff through established mechanisms,
use the remaining PF Reserve in the same
areas as LSG Reserve.

Recognised Fees

Recognised fees refer to the fees charged by
NGOs on service users according to the
amount prescribed by SWD for the purpose of
offsetting subvention allocations.

Service Outcome Standard

Service outcome standard is used to evaluate
the effectiveness of services, such as the rate
of satisfaction by service users and/or their
family members.

2 &
SR EBHRIHIFA I AR
?%:ﬁl (w2 R 1) ho
e TRRIIHF iR
%%?%i%*ﬁ%ﬁﬁﬁ(%
5% ~ 10% & 15% > 4R T JR7: & F
o) o BB BEE DN H
ERHERN ST IR RE el
A S d B & Ak
6.8% 3] v F+E o
’\ﬁf’)‘*"#
AR T BT R R 2
(F2bT PR 1)K & HBHH
oM EHE LSS/ E
R A B 1o fi &5
B A ®25% et T o d 2025 F 4
PAr o Wi AR FIEYT LR AR
o FHE L aff &P E K
wEZETERRT P EEICER
PR Z2FBERXF PBHEHE 1L
FARES > VAT N &R
BB ETL AR A AR
| I o

R Adp R R A R T
Mg g AR Y K e B
,’%i%iaéwﬁtﬁ4%%%i°

PRI & 3x e
PRFE 2 R M (F 22 OR 53

L un]—krPRjZ»%’i’fi&/‘\aﬁ Foe
&m/$:&"10

ik g AR TR L iz e £ |




Service Output Standard

Service output standard is used to measure the
service volume, such as the number of cases
served, number of groups and programmes,
enrolment or occupancy rates.

Service Performance Management
Information System (SPMIS)

SPMIS is an electronic system developed by
SWD to facilitate service performance
management. NGOs may receive notifications
and submit service performance returns and
management reports to SWD by electronic
means through the SPMIS.

Service Performance Monitoring System
(SPMS)

Under the Service Performance Monitoring
System, Funding and Service Agreements are
drawn up between the SWD and service
operators, setting out the relevant requirements
and service output / outcome standards which
form the basis of monitoring the performance
of service operators.

Service Quality Standards (SQSSs)

SQSs define the level of which, in terms of
management and service provision, service
units are expected to attain. There are 16 SQSs,
each of which is elaborated by a set of Criteria
and Assessment Indicators.
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Significant Incident

Significant incident involves public interest,
such as governance crisis, financial
management problems or other issues that may
have impact on service or manpower
deployment.

Snapshot Staff

Snapshot Staff refers to the staff occupying the
recognised subvented posts of a subvented
service unit of an NGO as at 1 April 2000 as
recorded by SWD prior to the implementation
of Lump Sum Grant Subvention System.

Special Incident

Special incident occurs at subvented service
units and/or other venues includes (1) unusual
death / repeated injury of service user(s), or
other incidents resulting in death / serious
injury of service user(s); (2) missing of
service user(s) requiring police assistance ;
(3 established / suspected cases of abuse of
service user(s) by staff / other service user(s);
@ dispute resulting in physical injury
requiring report to the police for assistance;(5)
other serious incidents affecting daily
operation of the service unit for over 24 hours;
and (6) incident drawing public attention or
media concern.
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