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XEABEHEN Highlights of our Support Staff
H3E F T EHET(EENE Bailiffs and Bailiff’s Assistants
ZEBSASENTEIENHREGS UK Enforcement of judgments and court orders, and

RELRBRENXMS BAIHABLEEH service of court process are the responsibilities
EXEMNAONHETEHE . BEEEGS of the Court Orders Section. Currently, there are
A E TIEY RS 248 BI1E 2006 & K 2 38 Bailiffs of all ranks and 40 Bailiff's Assistants

SEMEYESE . BETHASHEERY working in this section. With a view to providing

B MBS EAFNEE - ZARBE

EEPEmEEEREFABBRERECAR

ISO 9001: 2000 & @ BHRMEER -

systematic training for the staff of the Court
Orders Section, a Strategic Training Committee
(STC) was set up in 2006. The function of the
STC is to formulate long-term training strategies

and identify suitable training opportunities for

2001 R M TR E/MEFTB BB R
BALERESRSHEAHBERNE - HITTEEES
EUREITEIE  RENBEERS - URE

staff of the section. The Court Orders Section,
is also preparing to acquire the ISO 9001:2000

certification for the Quality Management Service

MEAEARKNTARRIERFERYS - BL in order to strive for service excellence.
ﬁﬁﬁﬁﬁl’)\m 5% T/iﬁﬁﬁﬁ%ﬁ’]ﬂr_nzl:{g °

The initiatives devised by the Work Improvement
Team, set up in 2001, including the Bailiff Public
Relations Team, the docket system to streamline
task assignment, the enhancement of knowledge
management system and the greater use of
information technology tools for improving the
effectiveness of the services of the Court Orders
Section, have been put into practice with positive

ﬁ ‘ / feedback from the court users.

BEE /:E/ﬁﬁ BUE AN N ETIEZ 2R

Bailiffs and Bailiff’s Assistants attend seminar on work safety
for field executives
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EREENALE 136 (EEEFEEE  MMES
FERNEERFH AR TEESHFRBARMS
BRERY - HREERFRESAZBNESRE
B EEELEEEEARG -

FEEEFEFETEETEELEE EEREE
EHER TR o WA SEERE AR 411 UFRE
BFE  JRRTETESSHIBEES HEE
A& RMERT -

B EEEXASEHEREREES - U
RBRARESTHE - AT IRSEBMNEERKT
ZAR—Et 2 EREI T -

SRR (FHE B BRI

Court interpreters attend Putonghua course

Court Interpreters

The 136 strong Court Language Section provides
interpretation service in court proceedings.
Court interpreters are deployed to courts at all
levels, where they interpret for parties who speak
different languages. Their service is vital in
removing the language barrier between the court

and parties to litigation.

Supplemental to regular court interpreters
who provide interpretation service in English,
Cantonese and Putonghua, the Court Language
Section has a pool of 411 part-time interpreters
who can speak various Chinese dialects and

foreign languages.

Translation and certification of court documents,
as well as translation of judgments, are also under
the purview of the Court Language Section. To

enhance the professional skills of staff, much

emphasis has been put on staff training.

F#; Annual Report 2006
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EREETER

FERTEERANRGE 18 A B BEKE
BN BESERNBISHR S NEARER
BHEEMBRIE - ZBRAEBRNEERRC
FTEEEZEBEIE  CERARIIRFE - &
EFHRE  EESZERNEEEH EESSE
o AREEMARFRABRPOLE -

AEER

BMAB 182 UBEER  HETBAEEERE
MERBEREREENEEERERMRE &
HEENAEENFSHE  BR-IBHHEEE
BB R RIZFHR B HHE o

EEENNETFNEEELETEREERM
XERB tMEEEELNEYR BEEE
BE mMERES THRIRREEEIERR
LHRE RErEEREMFRAMNNERNER
AMENRETHF WZHEERE BEBE
HME - BERBAM  HROEESSERAN &
BB LR RE R HIRES -

AEE B EEZSE

Judicial Clerks visit the Consumer Council
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Court Reporters

The Court Reporter Grade has an establishment of
18 officers. A core team of nine Court Reporters is
responsible for the management and development
of the Digital Audio Recording and Transcription
Services (DARTS) at all levels of courts. The
remaining nine Court Reporters, after relevant
training, have been deployed to the Complaints
Office, Labour Tribunal, Legal Reference and

Library Section, Management Review Section and

Resource Centre for Unrepresented Litigants.

Judicial Clerks

The Judicial Clerk Grade has 182 officers. They
are mainly responsible for providing court support
and registry services to Judges and court users.
They attend to court business and ensure smooth
operation in accordance with the court practice

and procedures.

Judicial Clerks working in court rooms and Judges'
chambers provide support service to Judges. They
attend to proceedings, take pleas, empanel jurors,
take verdict and minutes of proceedings. They also
attend to the preparatory and follow-up actions of
all court cases such as
arranging interpretation
services, issuing notices,
marshalling skeleton
arguments, approving draft
court orders, preparing
criminal appeal bundles
and proof-reading

judgments.
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Tribunal Officer at work

KEAREREE 2004 F7 BERT [RET5E
BEHETENMINES - BT ERIT(ENENE
% 0 B 2004 F 11 B - AEZEERERMNE
FENBREEEZE D - ki FREEES
EETENRmBED RTRB(E - ST BEEBnE
THEBRERE ZBNEE » URIEERER SR
EHEZENESE -

Judicial Clerks working in court registries perform a
wide range of duties which include accepting court
documents for filing, processing ex-parte applications
and default judgments, listing cases for hearing, and

taxing provisional bills of management of records.

Tribunal Officers

Tribunal Officers of the Labour Tribunal are
empowered by section 14 of the Labour Tribunal
Ordinance (Cap. 25) to interview parties
concerned in claims filed with the Tribunal. They
may record statements from the parties and,
where necessary, inspect other items. A case
summary will then be prepared for the purpose
of adjudication by the Presiding Officers. Where
circumstances so warrant, they may assist the

parties concerned to come into settlement.

In line with the recommendations made by the
Working Party on the Review of the Labour
Tribunal accepted by the Chief Justice in July
2004, the investigatory and settlement functions
of Tribunal Officers had been clearly delineated
since November 2004. Tribunal Officers have
been reorganised into teams for work assignment.
The revised arrangements have helped promote
collaborative efforts among team members and

facilitate communication with Presiding Officers.
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General Grades Officers at work

AEMBHN BB E AR BR M EEEFEE L
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Other Grades Officers

There are some 853 other grades officers working
in various divisions/sections of the Judiciary.
They are mainly Administrative Officers,
Executive Officers, Information Officers,
Librarians, Management Services Officers, Treasury
Accountants, Accounting Officers, Analysts/
Programmers, Statistical Officers, Clerical and
Secretarial staff, Drivers, Property Attendants and

Workmen.

Administrative Officers in the Judiciary assume
leadership roles in policy development and
court operation. Executive Officers develop and
manage human resources, co-ordinate office
administration and accommodation matters,
provide secretariat support to judicial training,
court users' committees and various working

groups, and handle enquiries/complaints.

Clerical and secretarial staff provide support
services including general administration,
accounting, personnel, enquiry counters, library
service and typing of judgments. Some of them
assume the role of court clerks and handle court
documents in registries. Other support staff
provide support to the Judiciary’s operations such

as transport service, building security, etc.

Other grades staff undertake professional work
on financial management, efficiency reviews,
information technology, family mediation, public

relations and legal reference services.
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The Chief Justice presents Long and Meritorious Service Awards
and retirement souvenirs to staff of the Judiciary
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Development and Training

Training and development activities for our
support staff are co-ordinated by the Judiciary
Support Staff Training Committee. Pursuant to
the Strategic Training Plan, a staff training and
development plan for 2006-07 has been drawn
up to ensure that staff at various levels have the
necessary training to enhance their technical
competence, management attributes and personal
growth opportunities to attain the mission of the

Judiciary Administration.

To enhance communication and enrich
experience-sharing among staff of different
grades / ranks through cross-section activities, the
“Staff Enrichment Programme” was introduced in
2006. The programme included visits to different
offices in the Judiciary and Government departments
such as the Customs and Excise Department and
the Hong Kong Police Force, and talks such as the
one on DARTS delivered by colleagues of the Court

Reporter grade.

Seminars and courses on legal knowledge,
translation and interpretation skills, legal
proceedings and practices, conflict resolution,
negotiation skills, computer knowledge and
management skills have been organised. For the
first nine months of 2006, some 360 courses and

seminars were run for various grades of staff.

Workshops on performance management,
change management, service enhancement, crisis
management, emotional health and team building,
targeted at staff at all levels, were organised with

positive response.
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Workshop on team building
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Knowledge Management

A computer-based knowledge management
system to facilitate knowledge-sharing and
retrieval was launched in April 2005. Service
areas pertaining to support services provided by
the Court Registries, the Court Orders Section and
the Corporate Services Division are covered with
an access link in the Judiciary Staff Portal. A pilot
“Frequently Asked Questions” coverage involving
the Family Court was rolled out on the Staff Portal
in June 2006. With this knowledge management
system, it is hoped that best practices and
expertise could be established and retained. The

implementation of the system for other areas is in

the pipeline.

Service Enhancement

Serving the public with professionalism and high
standards is one of the goals of the Judiciary
Administration. To this end, we have arranged
workshops on the provision of high quality
service for some 120 frontline staff in the first nine
months of 2006, so as to equip colleagues with
the necessary skills and to better understand the

needs of the public.

Two in-depth training courses on the requirement
of the ISO 9001 accreditation were provided for
the Court Orders Section in 2006 to enhance staff

awareness of quality services.
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Wong Lai-chiu, Office Assistant of the Judiciary
Administration, was awarded the Outstanding
Disabled Employees Award 2006 by the Labour
Department
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Motivation and Recognition

At the organisational level, a number of schemes
have been introduced to encourage staff to
give suggestions on improving efficiency of our
operations, to award individuals and teams for
outstanding services, to give recognition to good
performance and to encourage staff to pursue
self-enhancement through continuous learning.
The Outstanding Employee/ Team Award,
Exemplary Performance Award Scheme and
Continuous Learning Award Scheme launched
since 2003 continue to sustain staff motivation and
promote the pursuit of continuous learning. At
the individual level, job satisfaction for our staff is
enhanced through delegation and empowerment,
offering due recognition for good work, and

showing care and respect for all.

Communication

It is important that the mission, core values,
strategies and plans are communicated to staff,
while the pressure and problems that they face in
their daily work are appreciated by management.
To this end, various channels have been
established to encourage communication within
the Judiciary Administration. These include:

e Judiciary Administrator Meeting Colleagues

e Judiciary Administrator Meeting Staff

Associations / Unions
e Directorate to the Frontline
e Section Heads Staff Meetings
* Management Outreach Visits

e Staff Newsletters
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e Electronic Staff Link
¢ Consultative Committees
e Work Improvement Teams

e Internal Users Liaison Meetings

SHEBES
Visit to RTHK
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Balanced Work Life

The need for a balanced work life to prevent
burnout is fully acknowledged. Talks on issues
such as work-life balance, cholesterol and
parenting were held. In 2006, the Staff Recreation
and Sports Club organised various sports activities,
including a tennis tournament. In addition, the
Club has set up a football team comprising judges
and support staff, and organised friendly matches
for Judiciary staff. The dragon boat team also took
part in the Dragon Boat Races at Stanley Beach.
Interest groups on golf, tennis, yoga and tai chi

were also organised for staff members.
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Judliciary Day Camp

To better understand the community and the
environment, visits were made to the Hong Kong
Observatory and the Hong Kong Red Cross
Blood Transfusion Centre in 2006 with more
than 100 participants. Two movie shows were
organised in December 2005 and July 2006, with
1 016 participants, including Judges, support staff

and their families and friends.

A Judiciary-wide activity in the form of a day camp,
at the Po Leung Kuk Jockey Club Tai Tong Holiday
Camp, was held on 19 November 2006. A total of
more than 350 judges, support staff and their family

members had a day of fun and sport activities.
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