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輔導組各工作崗位職責

1. General Responsibilities of Counseling Committee Members
a. All members have to co-work to contribute ideas to the themes, the activities and to the operations of the Committee, through meetings, or any informal channels.

b. Various activities require the whole team's manpower and all members then have to co-work in their assigned duties.

c. All members have to act as teacher advisers for the Big Brothers and Big Sisters to give them supervision and support. 

2. Director of Counseling (Case Management)

Responsibilities:
a. to plan, to allocate resources, to coordinate the work of the whole Committee;

b. to make final decision on issues and matters related to counseling services in the school;

c. to maintain liaison with other Committees in relevant areas of work;

d. to attend school administration meetings and activities;

e. to represent the Committee in contact with government bodies. 

Some Specific Duties:

a. to work out the plan for every academic year with allocation of duties and resources, key meeting dates, and relevant guidelines of work;
b. to plan, develop all activities and matters related to cases or counseling groups;
c. to supervise all programme plans and other relevant matters;

d. to chair in meetings related to the whole Counseling Committee as a whole;
e. to plan and chair case conferences;
f. to develop clear guidelines and materials for more effective case handling;
g. to compile case-related statistics and reports;
h. to submit reports about the Committee's work in general, case work, and programmes or activities to the school management and to the Education Department; and 

i. to keep Committee members abreast with news and issues related to counseling services in school.

3. Assistant Director of Counseling (Programme Management)
Responsibilities:

a. to plan and lead all thematic activities;

b. to develop and supervise the management system for activities and programmes;

c. to develop clear guidelines and materials for more effective organization of programmes;
Some Specific Duties:

a. to maintain the programme/ activities management system and all related documents, forms, and working procedures; and 
b. to supervise and support the work of Friends of Counseling Committee.

4. Person(s)-in-charge of the Big Brothers and Big Sisters Scheme
Responsibilities and Duties

a.
to revise the direction and objectives and develop the structure and operation of the BBS Scheme so that the big brothers and sisters function and develop well, and the S.2 participants can benefit most from the Scheme;

b. to set the yearly plan of the Scheme, to implement and to evaluate the Scheme;

c. to keep clear information of the BBS and S.2 participants, and record of all the progress and activities in the Scheme;

d. to give supervision and support, with other CC teachers, to the BBS;

e. to guide and supervise BBS when they work on Counseling oriented programmes. 

5. Person-in-charge of the Friends of Counseling Committee
Responsibilities and Duties

a.
to revise the direction and objectives and develop the structure and operation of the CCF Project so that the members of CCF function and develop well;

b. to set the yearly plan of the Project, to implement and to evaluate the Project;

c. to keep clear information of the CCF, and record of all their participation and activities;

d. to give supervision and support, with other CC teachers, to the CCF;

e. to guide and supervise BBS so that their work can closely match with other areas of the CAC. 

6. Person-in charge of the Junior Training Programmes
Responsibilities and Duties

a. to plan the objectives and design the group nature for the junior training programmes and to evaluate their effectiveness;

b. to keep liaison with and coordinate the assistant manpower from voluntary agents who help organize and lead the training programmes;

c. to recruit suitable participants and to keep good contact with the participants through out the training periods;

d. to co-work with and to act as supporter to the programme trainer in various gatherings and activities;

e. to keep clear information of the participants and record of the activities and implementation of the programmes.
7. Case Handling Members
Responsibilities and Duties

a. to take cases and to give guidance and counseling to the client students;

b. to keep clear record of the case progress or changes, and record of steps in the handling process;

c. to be alert to the behaviour, emotions and ideas of the client students so as to facilitate the case progress, and to be able to make judgement on referral whenever necessary;

d. to keep the teachers (and persons) who refer the cases informed about the general progress or change of the cases;

e. to regularly report the case progress and changes to the Director of Counseling;

f. to attend case conferences and report the progress and changes of the cases;

g. to support other case handling members through case conference sharing and other means.

8. Form Period Coordinator
Responsibilities and Duties
a. to prepare Form period curriculum materials for Form Teachers;

b. to prepare Form period curriculum teacher guidelines;

c. to provide evaluation forms to Form Teachers;

d. to collect and file all evaluation forms;

e. to collect teacher guidelines at the end of the academic years.

9. Form Coordinators
As Supporter for Form Period Curriculum

a. to give support and advice to Form Teachers on the implementation of the Form period curriculum;

b. to help evaluate the effectiveness of the Form periods and the materials used;

c. to help collect evaluation forms from Form Teachers and pass them to the Form Period Coordinator.
As CAC Representatives for Form Meetings

a. to facilitate sharing and discussion in Form Meetings especially on matters related to Counseling Services;

b. to act as the first counseling teacher to follow up on students raised in Form Meetings;

c. if being the Chairman of Form Meetings:
(i) to chair the Form meetings; to lead and facilitate the Form Teachers in sharing and discussion according to the agenda of the meeting (agenda will be set by the Coordinator of Form Meetings, DCAC);

(ii) to remind, in case of strong necessity, Form Teachers about the meeting and related matters;

(iii) to facilitate Form Teachers in making suggestions to follow up on issues or problems raised in the meeting;

(iv) to collect minute book from the Coordinator of the Form Meetings and distribute it to the Secretary;

(v) to check minutes prepared by the Secretary of the meeting and to ask Form Teachers to sign after approving the minutes. (Return the minute book to the Coordinator of Form Meeting afterwards.)

d. if being Secretary of Form Meetings:

(i) to take clear minutes in the Form Meetings;

(ii) to prepare, after tidying up, the minutes for approval by the Chairperson, and other Form teachers;

(iii) to take up the Chairperson's post in the meeting in case of his/her absence (in urgent circumstances).



























