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The work of the Department is carried out by its three
Divisions, namely the Application and Processing Division,
the Litigation Division and the Policy and Administration
Division, each headed by a Deputy Director as shown in the
organisation chart in Appendix 3.

Staffing

At the end of 2007, the Department had 525 staff
comprising of 69 professional officers, 155 law clerks and
301 supporting staff.

In 2007, the Department continued to review its structure
and resources to ensure that the Department’s resources
would be deployed to priority service areas to maximise
operational efficiency and effectiveness.

Work of the Three Divisions

The work and achievements of the Application and
Processing Division and the Litigation Division are set out in
Chapter 2. The Policy and Administration Division provides
support to the entire operation of the Department. Its work
and achievements during the year are described as follows.
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Training and Development

The Department views staff training and development as
important means to enhance staff performance and lead to
the provision of quality legal aid services to the public. The
Training Unit, headed by a Senior Training Officer, serves
as the executive arm of the Training Committee, which
formulates and reviews training policies and plans. The
Senior Training Officer plans, organises, implements and
monitors various types of training programmes to meet the
operational and development needs of staff.

In 2007, a number of generic and vocational training courses
were arranged for staff of all levels. Some of the major
training initiatives are described below :

Customer Service Training

An in-house video seminar “An Inside Job” was launched
in 2007. The seminar aimed at promoting participants’
understanding of the importance of internal customer
service. It provided a platform for staff to discuss ways to
improve systems/procedures/workflow and communication
with a view to fostering a collaborative work climate and
promoting the overall service quality of the Department. A
total of thirteen classes were organised and a total of 328
staff members of all ranks attended the workshops.
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Mr William Chan Heung-ping

Job-Related Professional Training

A number of Legal Aid Counsel Grade officers attended
external law seminars to keep abreast of development in
the areas of law which were relevant to their work. One
Law Clerk Grade officer was sponsored to attend legal
studies run by a tertiary institute. In addition, job related
in-house courses were arranged for staff at different levels
to improve their work knowledge. Courses organised
included talks on specific areas of legal aid work such as
application for charging orders and garnishee proceedings
in enforcement work and Putonghua training for staff who
received Mainland delegations.

Training on General Subjects

A wide range of courses on general subjects such as
Management, Communication, Language, National Studies
and Information Technology were made available to staff to
meet the developmental needs of individual officers. These
included both internal and external training opportunities.
In addition, an in-house Leadership Workshop and a
customised Performance Management Workshop organised
with the assistance of the Civil Service Training and
Development Institute were held for Senior Law Clerks | & Il

to enhance their management skill.

Deputy Director of Legal Aid (Policy and -

Administration)
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HEBEENEHERAIL Promoting a Culture of Learning and Self-
development

REHNEEETAHEENBHERE The Department is committed to cultivating a continuous

HISZit - ZBR _-_OORFRIIEEE learning and self-development culture amongst staff.
Boh o IREZESEENEZERE - The Learning Resource Centre, which was set up in 2005,
BiFEE - B8/EX - BXREHE A provides learning resources on a variety of subjects covering
HITH - DEBMEAZER - LB management, communication/language, national studies,
#E230IEE2ZER > &R - BEH public administration, science and personal development.

M ~ SRR ETER - Hig There are over 230 items including books, self-learning
EREFZEEEN - i SREBA packages, videos and compact discs which are available for

SnlERERERHNE L HRERE loan by staff and more is intended to be acquired in the
SRR - BEBIB480ERTEMNG future. Subscription to an online digital business library
HEEMBHEBZE T (EOENEREE - was arranged for directorate officers which allowed access
HE R EIERE B - BRI - B to over 480 video-taped narratives by successful business
BRIG - A\NERRASERESE - leaders worldwide on a broad spectrum of management

topics such as leadership, strategy, communication, human
resources and managing people.

ERREERL
HEENENEER(BRAERE)

Mrs Annie Williams Ka-ding

Assistant Director of Legal Aid (Policy and

Development)
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FEREHLEE  UEEBHEE - E-learning is advocated in the Department to facilitate self-
REZRETIY]EAERPIRI AL - development. All staff in the Legal Aid Department have

EEAANEEMANET (EERANE access to the Department’s intranet from which they can

5| » FERE - RBEETZBFEHE gain access to useful learning resources and work-related

BREE B - 2L RIR e T (EHE guidelines easily. A new Putonghua Corner (Ei@EFEEZ

ANEBER - W olEEBATE IR i4) was launched in December which provided job specific

BRAEETEENEL, - learning materials and web links to other government
departments on the subject.

FREBPIAPIABULSL - AAEE T INo]BIE Aside from the Departmental Portal, staff can also access the
thoRE 8 APIEIL(ATEESE4) - A central learning portal and the Cyber Learning Centre (CLC),
{Efth I o] BERFPEIHIE B OISR EE - which enables them to learn anywhere and at their own
KENT1%METEE K BZAIL pace. Around 71% of LAD staff have registered with the
HHEPF - EEESRRRERAEENT CLC compared with the civil service average of 48%.

HWEDRRIB%ES °
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Information Systems Strategy

Following the implementation of the Information Systems
Strategy Programme in 2001-2002, the Department has in
place an information technology (IT) infrastructure and
office automation facilities to assist all staff in their daily

work.

The Case Management and Case Accounting System supports
over 500 users in handling business processes including
processing of applications, assignment of cases to LAD
officers and external service providers, monitoring progress
of in-house and assigned-out cases, monitoring the accounts
of legal aid cases and payments to the legally aided persons
and assigned lawyers.

In 2007, the System was enhanced to cope with the latest
changes in business workflow and procedures. Following
the success of the pilot scheme on the use of electronic
Document Management System for handling criminal
legal aid cases which enabled the Department to maintain
electronic copies of the trial/appeal bundles received from
the prosecution/the court in criminal cases, the use of the
electronic Document Management System was implemented
in 2007. Work on implementing the Departmental E-portal
known as Legal Aid Electronic Services Portal (“LAESP")
continued. It is expected to be rolled out in the second half
of 2008.
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Staff Relations and Communication

The Department maintains effective communication
with staff through regular meetings with various staff
representative bodies such as the Departmental Consultative
Committees (DCC), the Law Clerks Association and the
Legal Aid Counsel Association. As a result of discussion in
DCC, improvements have been made in areas such as the
alleviation of cramped working conditions, maintenance of
IT equipment and printers.

To keep staff abreast of development in the Department
and to promote staff's sense of belonging, the Department
published a staff newsletter three times a year. Divisions/
Sections continued to implement their respective internal
communication strategies in consultation with staff.
Informal meetings were also held between the Deputy
Director of Legal Aid (Policy and Administration) and
general grades staff to canvas their views on their work and
to discuss areas of improvement.

Staff Welfare

As the Department values the well-being of its staff, a Staff
Club was formed in 1988 to promote staff welfare. The
Staff Club’s objective is to organise a wide range of activities
to bring about an environment where staff can meet and

interact whilst engaging in relaxing and enriching activities.

To provide staff with opportunities to maintain their
physical fitness, classes in Tai-Chi and Yoga were arranged in
2007 together with a bowling competition and an excursion
to Tung Ping Chau. Various other activities such as gift
wrapping, baking, Chinese calligraphy and painting were
also offered.

Recreational and leisure activities organised in 2007 included
mini bazaars to celebrate festivals such as Mid-Autumn and
Dragon Boat and the annual Christmas Party.
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The Volunteer Service Group (VSG) was formed in 2002 to
encourage staff participation in voluntary services and to
contribute to the welfare of the public at large. In 2007, VSG
supported the “Civil Service Volunteer Action” campaign
organised by the Civil Service Bureau and participated in
activities such as the “Tree Planting” and “Redecoration of
Homes for the Elderly”. VSG also participated in the “We
Share to Care Volunteering Campaign” organised by the
Agency for Volunteer Service. Other activities VSG took part
in were fund raising activities and visits to the elderly.

Staff Motivation Activities

A tea gathering was organised in recognition and
appreciation of staff who took part in volunteer services.
Prizes were given to members of staff who participated
in the “Game Corner” and “Staff Corner” of the Staff
Newsletter in recognition of their involvement and

enthusiasm.

Staff Suggestion and Recognition Schemes

A Staff Suggestion Scheme was set up to give staff an
incentive to think of ideas and suggestions that improve
efficiency at work and promote the public image of the
Department. The Department continued to foster the
Departmental Commendation Letters Scheme and Staff
Recognition Scheme as a means to encourage and boost
staff achievement.

Environmental Initiatives

The Department is committed to ensuring its operations and
activities are conducted in an environmentally responsible
manner. The Department supports efforts to minimise
waste, conserve energy, promote “reuse” and “recycle” of
resources and to enhance staff awareness and participation
in protecting the environment.
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The Department undertakes regular reviews to ensure that
the use of its resources is in an efficient and green manner.
For details of the Department’s environmental initiatives
in 2007, please refer to the Department’s Environmental
Report which can be viewed on the Department’s website
http://www.lad.gov.hk.

Apart from the regular reviews undertaken by the various
Environmental Officers in 2007, the Department joined
the waste separation scheme operated by the Building
Management Office in the Queensway Government Offices
where the Hong Kong office of the Department is situated.
Paper, aluminium cans and plastic bottles were collected
and recycled. Automatic device has been fitted up that
lighting in the lift lobbies of the Hong Kong office would
be automatically adjusted at night to reduce electricity
consumption. In terms of savings on utilities consumptions,
auto-sensitised taps were installed to prevent the
unnecessary waste of water, the air-conditioning system’s
operating hours were shortened, temperature level was
adjusted, energy saving fluorescent tubes were installed in
corridors and staff were assigned to monitor and to turn
off lights during lunch hours and after work to save energy.
On paper consumption and numbers of photocopies,
progressive savings have been made since 2004 due to
circulars and documents for internal communications being
transmitted by emails and departmental publications being
uploaded onto the Departmental website. The Department
also encouraged staff to re-use paper whenever possible.
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Wider Use of Chinese

The glossary of Chinese terms frequently used by staff for
their day-to-day work and compiled by the Translation
Office was updated during the year.

The updated glossary was placed on the Departmental
intranet to facilitate ease of access by staff preparing
Chinese documents. Apart from updating the glossary, the
Translation Office provided telephone enquiry service to
staff who encountered problems when drafting Chinese
documents. The Language Platform, which was launched by
the Translation Office in 2002, ran smoothly during the year.

The Translation Office also promoted the use of Chinese
by posting regular articles on the intranet on matters of
interest relating to Chinese culture and traditions and giving
useful tips that helped staff to improve their Chinese writing
skills.

The Department’s in-house Litigation Division continued to
conduct many of the civil and criminal cases handled by the
Division in Chinese and increased the use of Chinese in both
internal and external communication.

FiBERE

MEEFEERENEM(ERENEERE) (B8)

Mr Steve Wong Yiu-fai

Assistant Principal Legal Aid Counsel (Legal and
Management Support) (Acting)
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Internal Audit

The Internal Audit Section (IAS) is an independent team
established to assist management to ensure that adequate
control procedures and systems are in place to safeguard
the Department’s assets. It also carries out reviews of the
various activities of the Department in order to ensure an
economical, efficient and effective use of the Department's
financial, human and other resources. During the year,
the IAS reviewed the means and merits testing procedures
relating to the processing and granting of legal aid, the
use of staff time and resources for outdoor duties in the
Crime Section, compliance with the performance pledge on
processing time and payment, the Integrated Registration
Information System provided by the Land Registry for
conducting land searches in legal aid cases, the accuracy of
data inputting by staff and periodical surprise checks on
items such as petty cash and imprest.
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Support Service to the Legal Aid Services
Council

Legal Aid Services Council (LASC) is a statutory body set up
under the Legal Aid Services Council Ordinance, Cap. 489
to oversee the provision of legal aid services. The LASC is
responsible for advising the Chief Executive on matters of
policy relating to legal aid. The LASC is chaired by a non-
official who is not a barrister or solicitor and there is a total
of 10 members comprising the Director of Legal Aid, legal
representatives of the two legal professional bodies and lay
members chosen from other fields. Representatives of the
Department attend meetings of the Council and its Interest
Groups and participate in its activities in promoting public
awareness and understanding of the role of the Council and
its relationship with the Department. In order to assist the
Council in performing its functions, regular progress reports
and information papers on different aspects of legal aid
services such as the review of criminal legal aid fees system,
the procedures for handling complaints and representation
were provided by the Department to the Council.
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Mr Ng joined the Department from the Inland Revenue
Department in June 1995. He wanted to learn more
about the law. In terms of making a difference to the
society, he felt that the Department played an important
role in helping those who sought legal redress. Due

to the many people who sought assistance from the

Department and their diverse needs, working here meant
that he was constantly challenged in areas of reasoning
and communication.

One of Mr Ng's duties at the Administration Section is
to assist the Deputy Departmental Secretary in handling
complaints. Mr Ng recognised the fact that life in Hong
Kong is always very hectic and stressful. As such, he fully
appreciates that most complainants are unhappy and are
angry at their problems. He has therefore come across
many complainants who would vent their anger and
frustration at him. However, Mr Ng knows that any ill
will shown is not personal. Instead, he would give them
the chance to explain what their problems were and let
the complainants work out their frustration.

On one occasion Mr Ng was slightly injured when an irate
complainant became hysterical and turned violent. That
incident, nevertheless, did not diminish in anyway his
enthusiasm and desire to serve the public.

In recognition of his customer service skills, Mr Ng was
awarded The Ombudsman’s Award in 2007.

Mr Ng takes pride in the results he achieves and embraces
the challenge. “I like to see them come in all frustrated
and leave with a smile.”
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