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The COVID-19 Vaccination Programme Command Centre was
set up under an extremely tight schedule. Personnel from different
backgrounds, including medical professionals from Department
of Health, colleagues from relevant parties such as Electrical
and Mechanical Services Department, Office of the Government

ZIE=1E (Loletta)
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Chief Information Officer, contractors for technical support as
well as executive team from Civil Service Bureau, are deployed
to provide support in the Centre. The Centre operates on a shift
system from early morning to late night for providing prompt
and consistent advice and steer to as well as commanding
emergency situations in all Community Vaccination Centres
over the territory which operate from 8 am to 8 pm from Monday
to Sunday.

The EO team mainly plays the role of administrator in setting up
essential workflows and systems for the Command Centre,
fostering collaboration among different working partners,
facilitating efficient communication with senior management
particularly on policy and urgent issues. The quick response to
handle the incident on the temporary suspension of BioNTech
vaccination on 24 March 2021 was a vivid example to show the
strong rapport of our team which has enabled us to meet
challenges with resilience. It was an amazing experience and the
great camaraderie among the teams would always be cherished.

REZELE - EERREIR

=& (Winnie)
EEEERS | ITEEE

2019 BN BRE B EEEHABEFHRER  —KRE
ZERBBSSE - ReESRE—Y  —RBRESRER—
FIERESBE - BRSNS - DR ER - ZE=
2EHED > BERTEERPL

AL/ RMMABARERYEY) TIF - B HSHh R E
AERRE  BERGNRTZIER  HERBNESSE R
EERE . REEENYANTES - ®EEFFN - TERE
KRR ABRE - 15l IRE - WHXE  E6HE 5 RE
B R RFERTEAN  sIURERREEF - BB L
ERCAR - BEFRERRELE B EE SR ERAM(E
BA7ER !

A SiREEEBRPONIHFASRRERS

BZE 3 A TAA 30 EERBAEFIBE T 1 200 2IRBAKE - REEEEROFITITIR
SRR TAF - BEIEER - MRS EER ONERBRARIMAS -

PHEREZHRISENE S S ARFTHERIE | EEROIMER < BREP » BWRTETEIR
R - BAREMEERE - DREALEFR | TESRARENERET BEEAENS INEHER
s BERSABEN  BEE 2B TENAERRTE  FNESE  LEKBEHRERES
EISESTRER - BB B EERFAMMNEESSE - B LIETARN  EFZEEE !
Q



)

ZEE (Sandy)

EEERERC | HihEE

RRATPFNEEREROEAT 2 AEEEEESER
¥ o RERBER  HE=RIENEEETENAERNEER
BRBAL  AAARES—% - AERESEE - REE

KRB Y ZEMEEEPT « BEMIINFARNET - aiARmEEEL
BAEY - LS8Rk —IEX —HREMNER » flanft

MEMERANEENTEMES © ABEZIEFKANEUESMHTE AV BEBRNEEHSREROLR
NAVEBR 28 © @2 ERASBE L RIS ER MRS R RERTLRS R ER

5 REERLORISH 3G RENYE - BLERES
BENFHIE2EME - BERETD BREXAERBH
BN SRR LAE - MBI PERIRIER @ AR - 28 L
 BO 0 BRAREEIRANATRE
AEBZER AR HEROENINBER - X —HA
TEEES - TEARENEBTNS ] - tEEEhREREH

Al RIFENBRAENESE

A ERTE -

E =& (Irene)

EEEF L

EmEER D | BNEERDERE

A lrene M HM 8 B 1R 3 E
B

BEKHAEDTEARBRAIMNETELEREmEERONBERLE
£ ZEBPLAEETEARBBERSE  KERMERLERE F
ZHARBEMNATEERF  EREREBERBNEEAE  GFEE
RBRFENAREBERAENTFAES  DIEREBZBHIME
IR o SN - FFINF R BBV TR ARB R IR O ETTRIA
FREHNHSEEF  BREFHRABNKREETHIRNLER °

AEEROIERE  BREHETHEE BB 3 A 24 HBAHN
E | BREL - HREAWEIFEROEEEEEREEHEA -
NB > BRB/RBEEM  FEAREREPORBEREEL - &
HEUFRFFHESES  TRRSBAESEFRNHRELER
LERRHE > O fIER - 808 —2f LR ERIRE
ER e BIRRBIRHZRMERE - EERFELREFMNER
BHENUMEE - ERIRE - FTHARRS - hEREEREFERRL
BF— I TEAETREHF—OF

HARBERBPOIFE—EZA > BERRS BFRADEE
EESRM BRI ER S BESHREIMRE -



(¢ouch
$EFEES (Andrew)
EmiEigstal | BEfSTEsy

SE2 B BRI —RBRE > BEEEEEETENERENSEE - BHERBRYRHES
HIARSN - IR BRURERE © EINEEE (BREREE RERSNBERESHATS ) GEEN
WER  LEBERBRLREAERSERBES -

BVERF - ARYETEI—ETA > REEmy  BREN = —ROTBREERSZELED AR
R TIFRETAME « FIFTZERENTAN LB EERE - UMRBAASBKBNRG  FEARA
DI - ARG HE R A Rt i 2R BRI TRV AR SS -

FARRBFEREL - EASEMNEEEILEEME - BRAFEERRE W KRRERKGE  KKLE
BHREE S BBRNEGERR - B FHEEEFEISE "EF RS 1 NRIRASETEAR
KRR RBBERBRBEEITMEFBEAANNENZHRESRR > #R@BE "55, - HAER
INEMRY - DREOREMMEBE  THRAMNELRER  BImESREH @ EMfRKEmEmE
RiBE - BREPHEADAANDRE > BEREEAR  mEN—BZH  —AxF  E2HHMAN
RREE °

WOEEERB T - #HtfEFss - BENHERISNBIER > 26 I
el R EESKE -

HEAXR - HHEEE

B (Wendy) _ILA‘ \\
BENMREER | SRITHET (F4) 6A

W

BEFH 2019 BB BRERBRRLIR - ZARURSEEEERY LBLERANEREBNARE
ALE - 25 BMEKEE Y BA=—BREHALEZ

BAEREEHE BB RMBUTRIURBERARITAMN - R Y B EBREEAIRZE AR
%l > KB CEHERREMELE/\FINEERERERE - B TEREBANESRBREY
BRI @ frZERERHERRNEEME R NEN - R 7 ZEEENHNERER -
BABREZEFRFZHWNEHEAED - WAEREE LAGBELT - BhHEMRER TNE
EAERE RS IAME -

eSh - EREEERE - AR IRFTEARIFE ONEHEE CNEREEA NS NA S5 ERE
HtthTs > NG EMHBEBRMIRSESHAE - LIBRHRIEE -

BITIPTUE BUREEIBRHETT » BEBMNERBERUREZE  RYERKEE2EMEMNE G F2REFKREK
REBITIEBINRIBEREINAA R - AR PERREEEBRAEAMNER » Fr/lv\i—I& » &
MIAAZEREE—2 N EmR—EnEEE -

Q



HEmR - WEtEHR - FHHF  ZPEE

EEP%5E (Alba)
BYREER | SHRITEES (17E) 45RIEEFE 1

EF 12 A RERKERYMEERNS IR - 855
F28 2019 BRAFBHAVRE T/F - ARBIAciTFE
2REOMITARE - B ARROEEBRERRETRE
EH AR A SR @A - &6 H DUER YRR T(F > 0
FRItRZERAEMBEER - TENF RS R REEENEE
2R o BefPIRFIm Bl LIF CRYFRL - B EMHER) - AR
LIS EEDE -

HERIFBE - WA R D RER AR ASMRIE © BRY &
E-REEENELERBR BB ——KESMAEERES
A ME B EST o

BBIZ (Cyrus)
HIERNERR | —RITHEF (HEEIE)

s

A EFPRIERRF O

NEARBR X BEENMEBEREY —F% - ZEM—%  EREBRETESIRBTEA

£ > Hep " HREE Euln__nEBZJ;ﬁIT%i’J E%Eﬁiﬂﬂﬁ

BRATHERTE  EEFRAHIFEER MBAER—XEE—REE - AERE LEMEX - 2RG

RiERZE ﬁ/ﬁuﬁuxﬁft ' BB IR TFIAERRRE AT ©

J-‘__L ]
-"

2 o

EREIEERE "
Hﬁﬂﬁi/\ﬂ%ﬂ BEAZIR

rery Y ZEIEBEERN -

BOMA REKRRES -

A TEAEREXREBEAALES
FAERMRAGRMEB TR

¢

REREFIHED  H2BEL

EXEFEFER  UeHREEIME - SMFEAREET RIr M

iﬁEffEﬂ?E?E%i@§$Eﬁ$ BREEEAR "IME, -
ERE,  BARELEFEBC

AN @ S5 ? BREGES &

ANOHREREARRZER > FTLRAIRBER - AM  NESTERR -
RE— =R et R EEEBUN WEaZﬁﬁZE’J%  THE, —IF

BRI ERITS) » BARRGTERZZABIIF  AEEF
%o REBERHBERF LB —
O RRIEE > A A IREMSSEZ R - AL > HBRER -

BIEREH - 25 AKEHEE



BEEE RERTT -
HEIFIRFZATIRIV R0 L /5 #T L

BEBET AL ERERENE: TFHEm: UFE
WRAEAWELEHRAT > IREANLHE—E X —1E video
conference ; £;F L ' EHEE "R, —#HARERAH
BYREEREE - IREAIBREREENEENMERE - U
TARAESZMMERZEIEMELESREE LAVEEE -

=Y BAERIB MBS HRSRFHENER  BIRRESAESFHER N " SERCERE,
A LA SRHTAIAR B R TV TR AR ERAE o

EHRRBCHEANEE  REBNWEE EXRLFNHEZEN - BEORBRAUN T LR « LER
BH—EFANERFESFAE  HENSRBEABRNEEE -

EPRETHREZITHEREFRERBUARIR - WABRKRH KIE A HEe PR - Rlt > W4
B O EEREARNED ¥ 2B AMSRER BEREAMNGE ! B BTYBERK
BEBEKRALUSE Y BMBMHR A LEABEEER > BAEFRESUIES AR BT MA2
= o BB A LR T/E T » BFIRAIBRN TR - SEEREDIRIARMNENR - LIAHK
BEAEBMESHEEDZOESE  SRBBMERITIFNSE °

ENERHREATEL  FRLFTEEFNERTR - BFIRELRBNECHEREETE ; 18
AR BRERNEREEEERA NG TERE
ETERRASEIRENHREESHE - /EHEL
R - Bk Y ZEREI AR BA R ERERE
% BAREERSER  WERERFARRE - B
MECE @ HREHBEBHSTE -

HAS EHSERDRCRERIS2HE » BRALANLLE
JBBEE - ANSRAZIGHIRS] - BRI LIBEE 5=

BERERBRNEZ BRI TABERZERE  &&K =
, 467 oo NP N A=
5| YT 850 BEHMUE - HLIGERACNERARSZ B+NE Air maam

HAME - MAREERBREERNALTTIIZBSER
EmHEEEN - B ERERERANAIERZERT
SEFALURE AN ERRRBENYE  E2 TRR
TR, WE T ERRCERE ) AEHEER -

BRSRBMEEEE RATENRTARRSREE

e 5 Ay - = ES £ BB ERIE ) HIRHEGE
H o BEgTHHEHLE  UER  BENEEEYEE st 8 y
T LA B A AR, -




FZ#B (Bond)
EwE | 1THEE LEERFER 1

R BAA - RENRMRBGIEREEIER - MR IR ARG x p
BRERAR  AREEIBRNE  BFELEERErMERR
B T MBRARES  c EEBESHEREZBEANLFIA
BE—HETRMA  ERTBEIEMAVAERERE I KRR
T KAEE > EHRHRERERRE -

e EREMRREFERASERBEHRELE YIRER ? E-—EXENRS - BRSNS
BREBETEBREHE > R2EE YRR BEEMNIEERY - BNHRAESAERNER
EERBHNHRRAFERRS - I HEEREHREBRIERMEIETS TUERAIE R B

BREBENERREZR "BEE . BNETSSAEETE—E 2B IRRRAZEMNLR
DINBZEZ2NER  EMeRNEARSERKBEEEARTE  BATORFHREHERE

RAYFAFE ©

BUSROARY 2019 BIRRASHRAAER  RERMAEAE
ARG AR > LHIEERERRFAIS AR SNER - 2
REIRRFREENEAGENEERR - RREERESAH
i PlanfEEEE  EEEREENERS  ARSEREE
EARPZEGINERRT HENER  WHHIREMARZIEE
FHREEFS HEALERREED @ BREFTSERE
MR " WBRATREE o

A TRERBHE EWmEEELETE
(6 A B IE AR ISR Th R IR (L h2 BB AR 75 oo N e A

* TR SBILHRE  ERREHEETI—ERE  BANESB RS

Ht s REREAAEN S BAWEERE—E  BEBER

R B N EREEERT -

{TEBF (Simon)
DHERERE | @EwE

BIERE AR RO RS -

= &
e

2020 FMVRENT - BMHMERSUEREN » AMNER 4 -

KBRERNBENOEES NN EBREBEAZNA

o REML > BARRESEEBENAILRE » AlREE

B DERASNERERE - Rtk > BPIERH il

TERYE > BREBAESERILAALMEERBATHRE  ULBETFRES  SERREEEE

MBRAKAMAKRL  EBHERTENERE - BREERERFEREEETARRZMEIRE -




(Jouch
e ARENEE > BIREEMSREAREA T RECENEZEREN  MAKHBS ENNEE
HEEMAZNER  ERSEXRLFESRAE > BMEERALHFPMAIERN EESETE o thih » REEHE
EAEFFERL - I LEARRAEBNTE @ FRIERIBNHEINSRZAZTNE BRI NET -
FE L TMERE%  ERSASENEBRIINAREEAEENRE BN EHRE

BRY LalsEE - SIS A LIEER » Hhz—ER 24 NEEEBRIERWR - TIREY - EREXR
fREERE A LSRR sEBEEMSALUERIRE ? | AFEBEERRKENRE  WEA
HE O ARRERENEX -

HABMELF LEBENRL > ERERBEHBRRERE - RPIHENEIEE -

ZE5 & (Raina) ~ r)
HERNE | BERE(ETRER) 2 G

P BB BEREBAIINFRARBHN—RERARIIMNRE » 2R (“
BF ° A > —IHRANEREE - FRMITEL Y REBNEERN -

B BREREMEEBERT 2T EDE  SAEEBER -

‘R BEEHE RN RRER  WEHAB - EEERTEK - 6
NSRRI $E BATH R E TR E - DIFRBRMRRERAETNEERN - £—XEEIET &
BB E BT -

BEmMNA) > BEARSER LRSI R REEASE - ARBNTIBHHRAREHEE
NFH2SBEINEE - EAFENRE » BRRERI\IITRNEANR - ARBNEERS
NERZZHF R - SR E R A ZZIBEHI - REMREIRRIZIR © S - ROBIIN T3
REAZTELSEHRAN - SRREEEIRSETNDMNHHAD -

HEINEBENR - EREBIRERGZES P OBRESRE  REREMWIMNIT - SFZHEM -
AAZREBERLIERPER L MEASMNWRSES > DNERENINEY @ ERED HE
EEECERZESERMITEEIENER - NLFUENRE  BEREEARHESIF
PRE -

| & 1 | |
RE—ESNTE  REERZIARSHEEE A ) ‘ § .\
TERRBE  BROURBEESBEEN H o 4
BEE o BRI N EBERTEAE
— ABEE - ARMBEEE FERNE

1 _';I
=20
e
EECOHAERRN  RBEARARENE 5 h’

BRI AERLIBEREE - RMEREEOHE
RERTHHERE -

| s

A Raina IEZ 3 ZE A A Raina R E HE BN T




¢

EA BITRE

RTBREUFBRERE B 2019 Bl
mER AL EEESESFENITEER
H ° MEtf9ZREEERIEEERE ! " v

$EIZHE (Augusta)
EA58 | BABEWNE (BEXE)

BEREZME—&K A58 BREZNEBEFE

—BREFE BTYRERA %éf’é?ii'lﬂiﬁlftﬂ ’

RERENIF L mﬁ BOREE 4 AhEERE - RE A ERER OEES —HIRER - OF
2Rk soA ﬁ%%%ﬂ%ﬂ’]ﬁ%ﬁ@?ﬁ?@" Fﬁ% i+ 2B MmO ——#% S80I
RRIEFR %%EF*‘ RIREMRY BT 2R SRR —HBAE - BEE AR
BR > BEABBRIES %F*DTE!EJEV 15171<§ BRERBAR - FEHAVGITRERRB HAR
EENRSAEER  2R1TE - BiEH

MRS -
EEPLARFTEZERMNE X EABEHAY  ARFASEERENRSERINMEFEER @ £ifwHEIN
=0z !

Ai&BX (Nicole)
BRHE | —fRITHET /SRR

BNREREETEBEAL - ANMMAKEELBRMZAT  —2EA 2019 kB BRI EAAE -
BREREI  BFIRRIZEA Y EEERE - LUBERAER -

HEANERE BRI EEETEIRGTEN - BEER - RFETHRSOENEREM &8
REREAZERL - BEHNMR > BRZHE S — AR EFx - Z\kﬁﬂﬁéa%/\,%%ﬁi%ﬁﬁ* ’
BE—BEETN  AERBELINREERARE - TREMEE  WREINFENBEASIFE

O HBEBEATREWE - MITHRAET B - ERREAFEHGR  SAEEGIE -

SRS RIEEEER - BRONEEN  ARERENRKEIER - BE5E _HEaRINREBLEX
AFBRY —HERE » NAERAREZE  DAZEK  ZEER  SEXEERE

B E A EBAR ‘Stay strong and healthy’> INVEEBI2EREHELE "& . B | JIFHEKRY |



{'¢ouch

'
. 1) ,
= ==£ Y e et ™ mmwmAA 5o 5 3 ..

/==

BE—FZ > BNRERT ARBENNELE  #ERBES - dEE R - sakHis
% LEBTEEEREEE - S8LER  THEEHEESEES - BEFTE X BB
BRI LR ERR - BARMEIEZHUR  AREENERS ERBEITEHAH
AR - MAREFNSRIEFZZES SEBE  THEAMKARR RS - BEE2NEYH
HeEx o

Don'’t hesitate - get your jab!

o - oo My Completion of the COVID-19 vaccination will

G4 Qanaanat EHEEEI\ not only protect yourself, but also enable our

community to resume normal. Please refer to the

qﬁec:ﬁseu- vaccination programme website (link provided

. u 5! below) to learn more about the programme and
el relaxation measures after vaccination.

@ Quarantine arrangements

/@ Testing requirements

@:'“r"'lu@ ﬁr@ Social distancing
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"t gl @ Travel
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https://www.covidvaccine.gov.hk/ e  Visit arrangements



Get Ready: for

System| (ERKS)

Implementation

How to prepare for the rollout of ERKS by the

' end of 2025? Any tips from those bureaux/

Yy departments (B/Ds) that have already adopted
ERKS?

If you have these questions in mind, don’t
worry. EO colleagues from the Government
Records Service (GRS) are here to share
with us B/Ds’ experience in the ERKS pilot

. .
programme and some points
= to note regarding ERKS r—
g implementation.
Good Practices

: [ and Lessons
Learnt from Pilot
Programme

- 11 B/Ds have fully/partially ,
implemented ERKS. They
include Communications and &
Creative Industries Branch of Commerce and
Economic Development Bureau, Drainage
Services Department, Efficiency Office
(EffO), GRS, Marine Department, Rating and
i Valuation Department, etc. Let’s share their
good practices and experiences!

A,

Formulate a dedicated project
team

As a first step, the pilot B/Ds established their
own multi-disciplinary project teams comprising
both records management (RM) and IT staff.
RM staff handle the RM issues such as review
of records classification scheme (RCS), viz.
file plan and development of ERKS procedures
and guidelines. IT staff are responsible for the
relevant technical issues. Such composition
enables the team to implement an ERKS that
meets the genuine operational needs of the
B/Ds.

Electronic/Recordkeeping

Start early review of RCS

Reviewing and refining departmental RCS and
defining user roles/profiles and access control
are essential but time-consuming preparation
work for ERKS implementation. Based on
experience, a small/medium-sized B/D may
take about one year to complete the two tasks
while a large-sized B/D may take two to three
years. B/Ds should make an early start on the
tasks.

It is important to invite all key stakeholders
to deliberate their views during the review
exercise as it would be difficult to make
significant revision to the RCS, in particular its
design structure, once it has been adopted.
Extra time would also be required for making
revisions.

Develop practices and
guidelines

Clear and comprehensive RM practices and
guidelines could help users better understand
the new practices and avoid confusion. They
set out details on the roles and responsibilities,
record capturing rules,
scanning principles, etc. ;
in an ERKS environment,
such as who should
capture an e-mail record
with multiple addressees,
how to name a record, etc.

Review business processes

To enhance operational efficiency, B/Ds
should analyse business processes with
a view to incorporating RM processes
into business operations. In particular,



electronic means of communication and
workflow digitalisation could be widely adopted.
One pilot B/D implemented a workflow function
in ERKS to support the clearance of routine/
administrative matters such as contract award.
This streamlined the business processes by
eliminating manual efforts in record capturing
to ERKS.

Tips on Review of RCS
The RCS should —

v separate programme records from
administrative records

v cover all key business functions as far
as possible. B/Ds are strongly advised to
adopt a subject-based and/or function-
based RCS instead of organisation-based
RCS

v be systematic, logical, consistent and
scalable

v group records into mutually exclusive,

meaningful and understandable series

(subject groups)

provide robust security and access control

support various RM functions, e.g. vital

records protection, records retention and

disposal

AN

In designing the RCS, we should ensure —

v titles assigned to folders are clear and

unique

codes assigned to aggregations are unique

naming convention and coding system are

logical and consistent

v scope notes are developed to define the
coverage of an aggregation

v file index may be developed to provide list
of keywords for cross-reference

v a thesaurus/a set of controlled vocabulary
may be developed to facilitate retrieval of
records

Conduct training and change
management

Adequate and regular training should be
provided to users to ensure their full mastery
of the system and adherence to the RM
procedures. Colleagues can approach EffO
for advice and support relating to change
management activities.

More good practices

Other good practices on change adaptation —

(a) decentralising some RM duties to user
sections, e.g. creation of folders, to
facilitate timely filing of records;

(b) keeping only one set of common
records by setting out the division of
responsibilities between different officers/
offices;

(c) encouraging email communication as far
as possible; and

(d) conducting user experience sharing
sessions.

Assistance and Support
Provided by GRS

Implementation of ERKS is an on-going
process. The experiences of the pilot
B/Ds show that successful implementation
involves change in work culture and daily
operations.

To assist B/Ds to implement their ERKS, GRS
has developed a series of implementation
guidelines and will continue to organise
seminars and briefing sessions. B/Ds may
also visit the Electronic Records Management
theme page on CCGO (http://grs.host.ccgo.
hksarg/erm/) for reference materials.

A Experience sharing on ERKS
implementation for EOs

Ruby Luk
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Government/Executive]Grade]

The GGO held a meeting with members of the Executive Committee of
GEGA on 23 June 2021 to exchange views on issues concerning the Grade.

A Mrs Lilian Leung, Chairperson of GEGA; Mr Hermes Chan, DGG; members of
the GEGA ExCom; and representatives of the GGO at the meeting






