Guidelines for Writing Mass Program / Project
Proposals and Reports

l. Mass Program / Project Proposal P.2-5

II.  Mass Program/Project Evaluation P.6 -9
Report



Mass Program / Project Proposal
(# 8/ HERT)

(1) Introduction (f&§17)

- Brief Introduction on name, duration, work focus, and/or special
characteristics of program/project

(2) Rationale(¥ &) — Reasons for launching the program / project (can use reports,
statistics or other information obtained as supportive evidence)

2.1) Agency Context (t4f& %7 &)

— Work focus of the program / project matches with the agency mission(s)

and objective (s)(EEN/ET B ERRE MR A R E / HEMET)

— Agency’s experience and role in working on the social needs /problems

REEEERREFTE M EHENKR K AT)
2.2) Clients’/Service Users’ Needs (R ¥ R AYFE )

— Theoretical framework(s) that help(s) to explain the clients’/service
users’ needs (FRXEAR 75 35 AV BR)

— Seriousness / impact/ urgency of the service needs /social problem (&
RE AR 75 iR 1t B R B E e B/ U M)

--- Government/Agency’s role(s) in meeting the service needs (B )JFF /1% R
HEBMEGEENAR)

2.3) Theoretical backup for intervention (41 A2 &%)
—Brief introduction on the theory (f§7F7 28 FH A EE 3%)

—Explanation on theory application in the intervention (§& /14010 18 3 &%
HEARMTARRF)

(3) EH# R E1E(Goals and Objectives)
3.1 Goals (B#) : [note:optional]
3.2 Objectives (E )
3.2.1 Objective 1 (B fE—):

3.2.2 Objective 2 (HE ):



“4)

Background Information (87 & &%)

4.1) Nature of Program/Project GE &/sT &6y MEE):

4.2) Service Target (fREER):
4.3) Period/Date (BFHf / HEHA):
4.4) Time/Duration (BF[H):
4.5) Venue (H7Ek):

4.6) Number of Participants (&1 A8):

4.7) Manpower & Division of Labour (Fr8& A F k45T T):

4.8) Needed Resources (FTEE&ER):

(5) Recruitment & Publicity (& Kk EH)
(6) Tentative Working Schedule (T {E#2 5 i = 01 8F)
Stages (P& E%) Work Tasks/ Resource Responsible
(with duration or Activity content or format Needed person
date/timelvenue) (B LIEBAE R R) Fmmz) | EFY
Preparation stage (E#FEEL)  ( to )
to 1. data collection
to 2. proposal writing
to 3.
to 4.
Implementation stage (#{TFEEZ)  ( to )

1. Activity/theme (with |1. Activity content & format

date/ time/ venue) * : a

b.

C.




2. Activity/theme (with | 2. Activity content & format:
date/ time/ venue) * : a
b..
c.
Evaluation stage (= FEE:)  ( to )
to 1.
to 2.
to 3. submission of evaluation reports

* Number of activities varies from one project to another (ff S /EEIHI X E)

(7) Floor plans for each activity (% /&85 &)

7.1) Activity 1 (with date/ time/ venue) *
7.2) Activity 2 (with date/ time/ venue) *

* Number of activities varies from one Program /project to another (1§ /S B81HY R &)

(8) Anticipated Difficulties & Contingency Plans (78 HH R &k 5 & 8 5 i)

Anticipated Difficulties (K &) Contingency Plan (fEg i)
1 (i)
(i)
2 (i)
(i)
3 (i)
(i)

(9) Budget (M EFHE)

Income (WL A)

Expenditure (£ H)

Centre subsidy (9.0 &Bh) $ 1.




Fee Income(&1& U E) $ 2 $
3 $

$ X (no. of participants)

Other Income $

Total (488) : $ Total (488) : $

(10) Evaluation (&)

10.1 Evaluation on achievement of Objectives

Objectives(P &) Evaluation Indicators (#3145 #)
[can include qualitative and quantitative ones]
Objective 1: (i)
(i)
Objective 2: (i)
(i)

10.2 Evaluation methods

Methods (5%) Content (NZE)

Observation: Q)

(ii)
Feedback questionnaire: Q)

(i)
Verbal feedback from 0]
participants (i)
Written Data collected from Q)
games or structured experiences | (ii)
Others (i)

(ii)

(**The guideline is for reference only. Adjustment can be made with respective supervisor.)




Mass Program /Project Evaluation Report
(/3R aE L)

(1) Background Information (EAE&¥})

1.1  Name of Program/Project (G &)%)
1.2  Nature of Program/Project ({4&)

1.3 Service Target (R %5)
1.4  Period/Date/time/venue (BFHA/H HA/BF /3t BE)

1.5 Attendance (HfE AZKX)
1.6 Manpower & Division of Labor (A FZ#E k4 T)

(2) Goals//Objectives (P 9/ p )
2.1 Goals (P #) : {Note: optional}
2.2 Specific Objectives (£ %2 P &)
2.2.1 Objective 1 (B - ):

2.2.2 Objective 2 (P &= ):

(3) Actual Activity Content, Format & Work Schedule (&/EEERBANR * TR KT
ER2FF)

Stages (P& E%) Work Tasks/ Attendance & participants’ | Responsible
(with duration or Activity content & format response person
date/time/venue) (ETIEHNERER) (AR K 2%E K FE) (BEAN)

Preparation stage (ZE{#PEEL) ( to )
to 1.
to 2.
to 3.
to 4,
Implementation stage (JE{TFEE)  ( to )




1. Activity/theme |1. Activity content & format

(with date/ time/ a
venue) * :

b.

C.

2. Activity content & format:
2. Activity/theme

(with date/ time/ | &

venue) * : b..
C.

Evaluation stage (FsfFBEY) ( to )
to 1.
to 2.
to 3.

* Number of activities varies from one program / project to another ({8 F;EB1HY

RE)

(4) Program/Project Evaluation (& &)z A& 57)
4.1 Preparation (ZE# T.{E)

Work Tasks Problems/ Solutions Recommendation for
(ET) Progress (JE 8 72 37 ) future improvement
(& E) (RERWEER)

4.2  Publicity & Recruitment (F{# R B E)

Planned strategies

(FHEH REE)

Final result (any change? reasons?)

& R (FLEEHER?)

Evaluation & recommendation

(haat R 2 =R)




4.3  Suitability of content & format ((FEEIN A & B R AV T M)

Activities Content & format Evaluation & Recommendation
(VEE) (REREH)
(B ey R &)
Activity 1%:
Activity 2%:

* Number of activities varies from one program / project to another ({8 F/EBIHY X E)

4.4  Attainment of Goal and/or Objective (I8 H Y & /=X B 2 ZRK)

[note: please provide evidence and behavioral indicators to support your
analysis.]
4.4.1 Objective 1 (H#E—):

4.4.2 Objective 2(Hf&E):

4.5 Roles of worker(TfEE/H )

[note: especially educator, enabler, coordinator, broker, etc.]

4.6 Use of Internal and External Resources (N KAMEEJFEAYE )

(5) Strengths and Weaknesses in applying theory, knowledge & skills (B ~ &15% &
R E AN E T RS ER)

(6) Financial Report ({f Bl )

Proposed(z£ 2 ): Actual (3 %):
Income Expenditure Income Expenditure
Jz » (HKS$) 2 I1(HKS$) 1z » (HKS$) £ I1(HKS$)




Fee(4= % ): $ 1 $ Fee(c % ): $ 1 $

$ xno of participants |2 $ $ xno of participants |2 $
3 $ 3 $

Centre Subsidy 4 $ Centre Subsidy 4 $

(P wFB): $ 5 $ (¢ s Fe); 8 5 $

Other income Other income

(B #9er): $ (H#q2r): $

TOtal (3&\&) $ Total(f,%k) $ TOta|: (‘Sré;k) $ TOta|: (:%k) $

- Explanation on surplus and deficit is needed (% & 2 & L/F Rk F)

(7) Conclusion & Recommendation (4845 K #=5)
7.1  Overall Conclusion on the Achievement and Drawbacks of the Activity (44
EEREFEH ZBR)
7.2 Overall Conclusion on the Encountered Problems and Solutions (4845 Fr 48
F IR S 2 A TR 0 0%
7.3 Worker’s Reflections (T{fF By K B
7.4  Recommendations (Z&:5)

(**The guideline is for reference only. Adjustment can be made with respective

supervisor.)



