Guidelines for Group Proposals and Reports

.  Group Proposal P2-4
1. Group Process Recording P5-7
[11.  Group Summary Recording P.8 - 10

V. Group Evaluation Report P.11-15



Group Proposal (/NEEFEIE)

1.) Introduction (5]&)

Brief introduction on name, target, duration & focus of group (F&§71/N4H 4478

BB~ IR TFERD)

2.) Rationale( 3% )- reasons for launching the group (report, statistics or other
information obtained as supportive evidence)

2.1) Societal/ community analysis (t4 &/t 1&EZ5717):

2.2) Agency / context (1%4% )= m):
[how the group matches with agency missions / objectives and whether
agency has experience and role in meeting the needs]

2.3) Clients’ / Service users’ needs analysis (A7 {5E & 2= 5747 ) -

2.4) Theoretical Backup for Intervention (F} AFEERET &) -
[Briefly introduce the theory and explain how it can be applied in the

intervention]

2.5) Conclusion (4445 )

3.) Goals and Specific Objectives (B HJ  EAEry HiE )
3.1 Goals (HHY) : {note: Optional}
3.2 Specific Objectives (A% H 1) :
3.2.1 Objective 1 (H1E) :

3.2.2 Objective 2 (H f&) :

4.) Background Information (F&E&FE)



4.1)  Nature of Group (/NHME ) :

4.2)  Characteristics of Target Group ( AR#5{H AV )
4.3)  Period (HFHA) :

4.4)  Number of Meetings ( E¥&r i) :

4.5)  Frequency and Duration of Meeting ( ZZ&riyFE>% K IFfE] ) ¢

4.6)  Number of Participants ( &f1& A8 :

5.) Recruitment and Publicity (B&EKEH)

6.) Work Schedule ( T/Ef2F%)

Duration(f%E2) Work tasks( T {F)

7) Group content & format(/NHRZE ~ X))

Date/time/ Remarks
group session/ Content & format (worker’s roles,
main theme resources, etc.)

8) Anticipated difficulties and proposed solutions (FEHHR &k & FESFE i)

Anticipated difficulties Proposed solutions
1. 0]
(ii)
(i)
2. (i)

9) Budget (FAEXTEER)



Income (L) A) Expenditure(fEE 7 4)
Fee income (%) 1. $
$ x  (no.of members): $ 2. $
3. $
Centre subsidy (1,0, &B)) - $
Total (4E) : $ Total (4E%) $

10) Evaluation on achievement of objectives and methods for evaluation (f&=} B

BRERIEE BB TT75)

10.1 Evaluation on achievement of Objectives

Group Objectives(/]\H H fZ) Evaluation Indicators (f@s]512)
[can include qualitative and quantitative ones]
Obijective 1: ()
(i)
(iii)
Objective 2: (i)
(ii)
(iii)
10.2 Evaluation methods
Methods (77 7%) Content (N &)
Observation: (i)
(i)
Feedback questionnaire: (1)
(ii)
Verbal feedback from (i)
participants (i)
Written Data collected from 0]
games (i)
Others 0]
(ii)

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

respective supervisor **)




Group Process Recording (/N2HEC§%)

1) Background information (BF82&F)
1.1) Name of group (/)N4H447H%):
1.2) Date, time & Venue of group sessions(H Hf ~ B3] S EE):
1.3) Number of group session (/NAH&[18%):
1.4) Responsible worker (B& A\):
1.5) Attendance of members {with disguised names}(H}#):
1.6) Members Absent {with reasons}(FrfE4E & K HE R A):

2) Objectives of the Group Session (A& H &)
2.1 Objective 1 (HfE—):
2.2 Objective 2 (HfE):

3) Pre-group preparation/observation (4HFITEMAS EiZZ)

4)  Group Process (/N4H3B72)

The process Analysis, intervention skills and | Supervisor’s
Vel for worker’s feeling & thought | comments
3T~ OB~ [BEE R | S
S AF BRYIREE R A8 R

5) Evaluation (&) :
5.1) Attainment of objectives in this session (Z&1 H1ZZ R FEE)
5.1.1 Objective 1 (H1Z 1)
5.1.2 Objective 2 (H1Z 2)

5.2) Suitability of program means (JE&EjrvE ) 4:) © {including content and format/
B A N aE T

Program item Suitability / Evaluation / Recommendation
CESIEH) (B EEhE BBy es ] E55%)




Overall comment (ZHiF¥EHGETRE

5.3) Individual member’s performance ({520 ERYFRIR) :

Individual member’
background information &
baseline assessment

{EHIAH B R R E R

Individual member’s development {with reference to the achievement of
objectives and changes in roles, if any}

EpIsH ERyEsie {RIetiaE 2/ HARAYRE I R AH N Aty idise }

AHATISHA TR A
1.
2.
3.

5.4) Group Dynamics (/)N&HE) 1)):
a) Group Interaction pattern (& &ff%={) {Socio-gram}

KEY:
— HAIEHEE
> HEkEEE
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA > GEEEEE

£ TR
e > HIEFEIEENER
“«—— » HIEAANE RS

(O #xPHE

e
/\  HETEs

Overall comment (B&g&zT:E) :

b) Group atmosphere (/N4H5E5R)

c) Group norms (/N4HERER) ¢

d) Group cohesion (55 17) :

e) Leadership style of group members (4H & $EEFER) -

f) Group decision making pattern (4H EJASRER) ¢




g) Group conflict resolution pattern (4H & & B 7 2€#5 () ¢

h) Others (F:Ath)

5.5) Group developmental stage (/|N4H & FEEFSES) -

5.6) Worker’s roles in this session (21 TAEE ) :

5.7) Worker’s professional attitudes, use of theory, knowledge and skills (T {F 2 &
EFEFIRVELSEREY ~ HilEm ~ IR R HLTT):

a)  Professional attitude& values (B{ZEREE) :
b)  Application of theory/concepts and knowledge (GEFHHEzm ~ H15%) :

c) Application of practical skills (B #5+%15) :

6) Follow up plan (FR3EsTH#l):

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



Group Summary Recording (/N4HHRZEEC %)

1) Background information (B &&F)
1.1 Name of group (/\2H£47#):

1.2 Date, time & Venue of group sessions(H HH ~ B sz i HBh):

1.3 Number of group session (/)N4HE[T#4):
1.4 Responsible worker (2 & \):

1.5 Attendance of members {with disguised names}(/F):
1.6 Members Absent {with reasons}(H 5 4H & K B EH R):

2) Obijectives of the Group Session (A<&iHY B &)
2.1 Objective 1 (H1E—):
2.2 Objective 2 (H1E—):
3) Pre-group preparation/observation (4HR (TR EHZZ)

4) Summary of Group Process (/|NH B2 HEEE)

Summary of group process
(can be in paragraph form or in point form)

Follow up work or
Remarks

5) Evaluation (fgsY) :

5.1) Attainment of objectives in this session ((Z&fi H 1R A2 )

5.1.1 Objective 1 (H1Z 1)
5.1.2 Objective 2 (H1Z 2)

5.2) Suitability of program means (JE&EjrvE ) 4:) © {including content and format/

BfER RN ARG

5.3) Individual member’s performance ({fE 7l4H ERYFER) ¢

Individual member’ Individual member’s development {with reference to the achievement of

8




background information & objectives and changes in roles, if any}

baseline assessment
En4H By S {FTetiE 2/ NHE B EERVAR B S A H A A Ay RsE )
{EA14H B RV R FER K

SRR
1.
2.
3.

5.4) Group Dynamics (/N4HE) /7):
a) Group Interaction pattern (& #ff%={) {Socio-gram}
KEY:
—»  HEIEAEEM
«— EEEIEEEE
...................................... > é\ﬁ%ﬁ/ﬁﬁ

L TR ]
o > AEAANE AR
e > HIEA AN

(O txzpas

e
/\ REdTEs

Overall comment (B2HE51EE) -
b) Group atmosphere (/NHRA ) ¢
c) Group norms (/N4 R &q) ¢
d) Group cohesion (585 17) :
e) Leadership style of group members (4H 45 )
f) Group decision making pattern (4 E7ATRIEZ() -
g) Group conflict resolution pattern (4H & & F fE72SfH () ¢

h) Others (ZAth)




5.5) Group developmental stage (/|N4H &[S ES) -

5.6)7= 6 L{E &t (Worker’s roles in this session) :

5.7) Worker’s professional attitudes, use of theory, knowledge and skills (T{E &1~
EEERBVESERRE ~ HER - RIS ETT):

a) Professional attitude& values (BE4FEE) ¢
b) Application of theory/concepts and knowledge (G FHHHm ~ FI54%) -

6) Application of practical skills (& #%5#%175) :

7) Follow up plan (FR#EE31):

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

(VNeHARET H s )

1. Background information (/NHE¥})

1.1 Name of group (/N4 44 7#)

1.2 Nature of group ([4&)

1.3 Number of meetings held (£i#%)
1.4 Period (%217 HHH)

1.5 Dates of meetings (H Hf)

1.6 Time (KFfH])

: AM/PM : to

1.7 Venue (3t E5)
1.8 Membership (AR 75 %1 52)

1.9 Group fee (U7%)
1.10 Responsible worker (& & T E &)

1.11 Attendance (%)

Name session| 1 2 3 4 5 6 |Each Member’s
average attendance
age/sex
1
2
3
4
5
6
Attendance for each Average attendance
session per session:
v' = present(HH ) O = absent(f1f) # = attending compensated session

Reasons for absence (4H & i 5 [X):

2. Goals/ Objectives of Group (/NH B Y/ HE

2.1 Goals of Group (/N2 HHAY) : {Note: optional}
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2.2 Specific Objectives of Group (E.4& H 1)
a) Objective 1(Hf&E—):
b) Objective 1(H1ZE—):

3. Actual Group Content, Format & Schedule (/NEEFRA

B HRRAD)

Date//time/ Content & Format Participants’
Session/theme/ Response and Performance
attendance

4. Evaluation (f&3) :

4.1 Attainment of Goals and/or Objectives (/[\NaH B #Y 5z /5% B FEZ K IEE)
{note: Please provide evidence and behavioral indicators to support your analysis}
4.1.1 Goal (HHY): [optional]
4.1.2 Objective (H1E):
4.1.2.1 Objective 1 (H&E—):
4.1.2.2 Objective 1 (HE):

4.2 Individual members’ development ({#714H £ /Y3 E)

Individual member’ | Individual member’s development {with reference to the
background information & achievement of objectives and changes in roles, if any}
baseline assessment | R4 Sy {FSHEEE/INE F BRI R4 1 (g s
(& A14H B B R SEERE R AH AT
TS

1.

2.

12




4.3 Group Structure (/N&H&EHE)
4.3.1 Appropriateness of Group Name, Duration, Timing, and Venue (471, &1#4,

R, HH, R ESEAYE D))

4.3.2 Group Members’ Composition (41 £ 1J4H4)

4.3.3 Group fee (JX&)

4.4 Group Process (AT2igET)
4.4.1 S HEET AR (Effectiveness and Efficiency of Recruitment and

Publicity)

T A

4.4.2. Suitability of content & format GEF)A & KT =AY E M)

Content & format

Evaluation & Recommendation

Content
1.
2

Format
1.
2.
3.

Or

Session

Content & format

Evaluation & Recommendation

4.4.3. Group Dynamics (/N¢HE 1)) -

4.4.3.1 Group Interaction - Group’s Socio-gram (Z 72 = /&%)

KEY for Group’s Socio-gram:

— H[EIEEEE
> HEEIEEEE
...................................... > QEEEEE

S — = V1L A 5]
Cmm > HIEA GBI
“«o——— > HIEA AR

(O #Hxz4E

el
/\ e T
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a) Beginning phase (FF4H#JHA)
b) Ending phase (Fa2H1%11)

c) Overall comment(Z2HE:FE) -

4.4.3.2 Group’s Atmosphere (/27 50) -
4.4.3.3 Group norms (/N2 ##R) -
4.4.3.4 Group Cohesion (A2 7)) <

4.4.3.5 Leadership style and performance of members (445 /271758 /0/E 15 ~ 75

4.4.3.6 Decision making pattern (/A& A& ©
4.4.3.7 Conflict resolution pattern (ZZZ#75fH () ©
4.4.3.8 Others( A1)

4.4.4. Group developmental stages (/N4 2 FEEFEES)

4.4.4.1Beginning and middle stages of group (/N4 #) R L ETEE1#) -
{note: Developing through which stages of the Group Work Theory
chosen for analysis) -

4.4.4.2 Ending stage of group (/N4 BFFF120)

4.5 Roles of workers (T{E S EH) :

{note : especially educator, facilitator, advisor, enabler}

4.6 Application of theory, social work knowledge and skills (#z& ~ 1t

G ILIFHSE KA E )
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4.6.1 Theories applied (3% & I3 3%)
4.6.2 Professional attitude & value (&2 [ VB SEREFE K (E1H)
4.6.3 Use of knowledge & practical skills (& & FE 95155 K 5575)

47 Financial Report (B B4

Proposed(%Z::%): Actual (EFZ):

Income Expenditure Income Expenditure
WA (HKS) S HH(HKS) LA (HKS) S HH(HKS)
Group fee(UgZF): $ 1 $ Group fee(l): $ 1 $
$  xno of members 2 $ $ xno of members 2 $

3 $ 3 $
Centre Subsidy 4 $ Centre Subsidy 4 $
(GRIVS i) R 5 3 (hoggsh) : 8 5 $
Total (4E%0): $ Total(48%0): $ Total: (44%): $ Total: (48%): $

« Explanation on surplus and deficit is needed (55 3% fif & 8 /B 65 1Y X))

4.8 Difficulties encountered and problem solving methods (8 75 ZI[#Y

PRIEE R R TTIE)

4.9 Recommendations (3:35)

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