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fåíêçÇìÅíáçå

As an employer, you are required by the
Occupational Safety and Health Ordinance to
undertake the general duties to ensure, so far as
reasonably practicable, the safety and health at
work of all your employees.  These duties include
the provision of information, instruction and
training.  Of course, your employees also have
the responsibilities to co-operate with you in
complying with the safety rules of the workplace.
They should not act recklessly and put themselves
and other workers in danger.

This guide outlines the five steps you should take
and serves as a reference for you regarding the
provision of information, instruction and training
on safety and health at work.
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fåÑçêã~íáçå

"Information" refers to the materials that you
provide to your employees on the hazards they
may encounter at work and the precautions to
take.

Decide WHO needs the information

� vçìê=ÉãéäçóÉÉë

� líÜÉê=ïçêâÉêë=ëÜ~êáåÖ=íÜÉ=ë~ãÉ=éêÉãáëÉë=ïáíÜ

óçì

� bãéäçóãÉåí=~ÖÉåÅáÉë=íÜ~í=éêçîáÇÉ=ëìééçêíáåÖ

ëí~ÑÑ=íç=óçì

� mÉêëçåë= ïÜç= ~ëëáëí= óçì= íç= ÑìäÑá ä ä = óçìê

çÅÅìé~íáçå~ä=ë~ÑÉíó=~åÇ=ÜÉ~äíÜ=êÉëéçåëáÄáäáíáÉë

� sáëáíçêë=íç=óçìê=éêÉãáëÉë

Decide WHAT information should be covered

� s~êáçìë=éçíÉåíá~ä=Ü~ò~êÇë=~í=ïçêâ

� mêÉÅ~ìíáçå~êó=ãÉ~ëìêÉë= íç=Éäáãáå~íÉ= íÜÉ

Ü~ò~êÇë

� bãÉêÖÉåÅó=éä~åë=~åÇ=Éî~Åì~íáçå=éêçÅÉÇìêÉë

� p~ÑÉíó=êìäÉë=~åÇ=ãÉ~ëìêÉë=íÜ~í=ÉãéäçóÉÉë

~åÇ=çíÜÉê=éÉêëçåë=ëÜçìäÇ=Åçãéäó=ïáíÜ

� `çêêÉÅí=ìëÉ=çÑ=ïçêâ=ÉèìáéãÉåí=~åÇ=éÉêëçå~ä

éêçíÉÅíáîÉ=ÉèìáéãÉåí

Step One

Step Two
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Decide WHEN to provide the information

� tÜÉå=óçìê=ÉãéäçóÉÉë=Ñáêëí=í~âÉ=ìé=íÜÉáê=ïçêâ

� tÜÉå=íÜÉ=å~íìêÉ=çÑ=íÜÉáê=ïçêâ=Ü~ë=ÅÜ~åÖÉÇ

� tÜÉå=åÉï=çê=ÖêÉ~íÉê=Ü~ò~êÇë=~í=ïçêâ=~êÉ

ÉåÅçìåíÉêÉÇ

� tÜÉå=çíÜÉê=ïçêâÉêë=çê=îáëáíçêë=~êÉ=~í=ïçêâ=çå

óçìê=éêÉãáëÉë

Decide HOW to provide the information

You should consider how much information is
required, who needs the information and when to
provide.  Information can be made available in
the following ways:

� sÉêÄ~ä=JJ==íÉää=íÜÉ=ëí~ÑÑ=ïÜ~í=íÜÉó=åÉÉÇ=íç=âåçï

� få=ïêáíáåÖ=JJ==íÜÉ=áåÑçêã~íáçå=ã~ó=ÅçãÉ=Ñêçã

óçì=çê=íÜÉ=ëìééäáÉêë=EÉKÖK=áåÑçêã~íáçå=ÖáîÉå=çå

íÜÉ=ä~ÄÉäë=çÑ=Ç~åÖÉêçìë=ëìÄëí~åÅÉëF

� bäÉÅíêçåáÅ=ãÉ~åë=JJ==íÜÉ=áåÑçêã~íáçå=Å~å=ÄÉ

ÇáëëÉãáå~íÉÇ=îá~=ÉJã~áäë=çê=áåíê~åÉí

No matter which way you choose to disseminate
the information, the content should be easy to
understand.  If necessary, you may appoint a
competent officer to explain the information to your
employees so that each of them understands its
content and knows how to use the information
properly.

Step Four

Step Three
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ASSESS whether the information is effective

� açÉë= ÉîÉêó= ÉãéäçóÉÉ= ìåÇÉêëí~åÇ= íÜÉ

áåÑçêã~íáçå\= = fÑ= åçíI= óçì= ëÜçìäÇ= éêçîáÇÉ

ÖìáÇ~åÅÉ=çê=íê~áåáåÖK

� ^êÉ=íÜÉó=ìëáåÖ=íÜÉ=áåÑçêã~íáçå=éêçéÉêäó\

Step Five
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fåëíêìÅíáçå=~åÇ=qê~áåáåÖ
"Instruction" means telling people what they should
do and should not do.

"Training" is a tuition process which helps people
learn how to perform a task.

Decide WHO needs training

� vçìêëÉäÑ

� j~å~ÖáåÖ=ëí~ÑÑ=~åÇ=ëìéÉêîáëçêë=EëÉÉ=^ééÉåÇáñ=NF

� líÜÉê=ëí~ÑÑI=áåÅäìÇáåÖ=åÉï=êÉÅêìáíë=~åÇ=é~êíJíáãÉ

ëí~ÑÑ

Decide WHAT kind of training is needed and the
objectives of training

� fë=íÜÉ=ëéÉÅáÑáÅ=âáåÇ=çÑ=íê~áåáåÖ=êÉèìáêÉÇ=Äó=ä~ï\

� ^êÉ=óçìê=ÉãéäçóÉÉë=ÖáîÉå=ëéÉÅáÑáÅ=íê~áåáåÖ=íç

ãÉÉí=íÜÉ=ïçêâ=êÉèìáêÉãÉåíë\

� ^êÉ=~ÅÅáÇÉåí=êÉÅçêÇë=~åÇ=ë~ÑÉíó=éÉêÑçêã~åÅÉ

çÑ=íÜÉ=Åçãé~åóI=~åÇ=íÜÉ=ëáÅâåÉëë=êÉÅçêÇë=çÑ

íÜÉ=ÉãéäçóÉÉë=í~âÉå=áåíç=ÅçåëáÇÉê~íáçå\

� fë=íÜÉêÉ=~=åÉÉÇ=íç=Ü~îÉ=êÉÑêÉëÜÉê=íê~áåáåÖ=çê

ìéÖê~ÇÉ=íÜÉ=ÉñáëíáåÖ=ëâáääë\

� tÜ~í=~êÉ=íÜÉ=ÅêáíÉêá~=Ñçê=ÇÉëáÖå~íáåÖ=çåÉ=~ë=~

?ÅçãéÉíÉåí=éÉêëçå?I=~åÇ=ïÜ~í= áë=ãÉ~åí=Äó

ãÉÉíáåÖ=íÜÉ=ë~ÑÉíó=ëí~åÇ~êÇë=EáKÉK=íÜÉ=âåçïäÉÇÖÉ

~åÇ=ÉñéÉêáÉåÅÉ=êÉèìáêÉÇ=Ñçê=ïçêâ=ë~ÑÉíóF\

� ^êÉ=óçìê=ÉãéäçóÉÉë=éçëëÉëëáåÖ=íÜÉ=éêÉêÉèìáëáíÉ

ëâáääë=Ñçê=íÜÉáê=ïçêâ\

fí= áë= ~= ï~ëíÉ= çÑ= íáãÉ= ~åÇ= ãçåÉó= íç= éêçîáÇÉ

ÉãéäçóÉÉë=ïáíÜ=áå~ééêçéêá~íÉ=çê=ÉñÅÉëëáîÉ=íê~áåáåÖK

Step One

Step Two



6

Decide HOW to conduct training (see Appendix 2)

� ^êÉ=íÜÉ=íê~áåáåÖ=éÉêëçååÉä=~í=íÜÉ=ïçêâéä~ÅÉ

ÅçãéÉíÉåí=áå=éêçîáÇáåÖ=íê~áåáåÖ=çå=çÅÅìé~íáçå~ä

ë~ÑÉíó=~åÇ=ÜÉ~äíÜ\

� fë=áí=åÉÅÉëë~êó=íç=ÉåÖ~ÖÉ=ÉñíÉêå~ä=íê~áåáåÖ

ÄçÇáÉë=íç=ÅçåÇìÅí=íê~áåáåÖ\

Decide WHEN to provide training

� fë=áåÇìÅíáçå=íê~áåáåÖ=éêçîáÇÉÇ=Ñçê=åÉï=êÉÅêìáíë\

� fë=~ÇÇáíáçå~ä=íê~áåáåÖ=éêçîáÇÉÇ=Ñçê=ÉãéäçóÉÉë

ïÜÉå=íÜÉó=ÉåÅçìåíÉê=åÉï=çê=ÖêÉ~íÉê=Ü~ò~êÇë

~í=ïçêâ\

� ^êÉ=êÉÑêÉëÜÉê=ÅçìêëÉë=ÅçåÇìÅíÉÇ=êÉÖìä~êäó=íç

ÉåëìêÉ=íÜ~í=~ää=ÉãéäçóÉÉë=éçëëÉëë=íÜÉ=ãçëí

ìéÇ~íÉÇ=âåçïäÉÇÖÉ=~åÇ=ëâáääë\

� fë=íê~áåáåÖ=éêáçêáíáëÉÇ=~ÅÅçêÇáåÖ=íç=íÜÉ=åÉÉÇë

çÑ=íÜÉ=ÉãéäçóÉÉë\

� fë= ~= ÅçãéäÉíáçå= Ç~íÉ= ëÉí= Ñçê= íÜÉ= íê~áåáåÖ

ëÅÜÉãÉ\

� ^êÉ=~ÇÉèì~íÉ=êÉëçìêÅÉë=~ääçÅ~íÉÇ=Ñçê=íê~áåáåÖ

éìêéçëÉë\

� fë= íÜÉêÉ= çíÜÉê= ãÉ~åë= íç= çÄí~áå= íê~áåáåÖ

ëìÄëáÇáÉë\

Step Three

Step Four
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Monitor whether training is conducted as planned

� ^êÉ= íÜÉ= íê~áåáåÖ= çÄàÉÅíáîÉë= áå= píÉé= qïç

~ÅÜáÉîÉÇ\

� ^êÉ=îáÉïë=ÅçääÉÅíÉÇ=Ñêçã=íÜÉ=ã~å~ÖÉãÉåíI

ëìéÉêîáëçêë=~åÇ=íê~áåÉÉë\

� e~ë= íÜÉ= çÅÅìé~íáçå~ä= ë~ÑÉíó= ~åÇ= ÜÉ~äíÜ

éÉêÑçêã~åÅÉ=çÑ=íÜÉ=Åçãé~åó=áãéêçîÉÇ\

� fë=íÜÉêÉ=ëíáää=êççã=Ñçê=íÜÉ=íê~áåáåÖ=ëÅÜÉãÉ=íç

áãéêçîÉ\

Of course, apart from complying with the general
duties provisions to provide employees with
information, instruction and training on safety and
health at work, you should also pay attention to
other regulations to find out whether there is a
need to provide specific training to employees who
are engaged in a particular kind of work so as to
ensure their safety and health during work.

Step Five
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^ééÉåÇáñ=N

j~å~ÖÉãÉåí=~åÇ=ëìéÉêîáëçêë=ëÜçìäÇW

� ~ÅÅÉéí=íÜ~í=íÜÉó=Ü~îÉ=íÜÉ=êÉëéçåëáÄáäáíáÉë=íç=ã~å~ÖÉ

ë~ÑÉíó=~åÇ=ÜÉ~äíÜX

� êÉÅçÖåáëÉ=íÜ~í=ë~ÑÉíó=~åÇ=ÜÉ~äíÜ=áë=~=é~êí=çÑ=ÖççÇ

ã~å~ÖÉãÉåíX=~åÇ

� í~âÉ=~Åíáçå=íç=~ÅÜáÉîÉ=ÖççÇ=ëí~åÇ~êÇë=çÑ=ë~ÑÉíó=~åÇ

ÜÉ~äíÜ=~í=ïçêâK

_ÉÑçêÉ=ÇçáåÖ=ëçI=íÜÉó=åÉÉÇ=íçW

� ìåÇÉêëí~åÇ=íÜÉ=Ü~ò~êÇë=áåîçäîÉÇ=áå=íÜÉ=ïçêâX

� ~êê~åÖÉ=Ñçê=~=êáëâ=~ëëÉëëãÉåíX

� é~ó=~ííÉåíáçå=íç=íÜÉ=î~êáçìë=ï~óë=çÑ=Ü~ò~êÇ=Éäáãáå~íáçåX

� ÇÉÅáÇÉ=Üçï=íç=Åçåíêçä=Ü~ò~êÇëX

� ÅçåîÉó=~åÇ=éêçãçíÉ=ë~ÑÉíó=~åÇ=ÜÉ~äíÜ=ãÉëë~ÖÉ=íç=~ää

ëí~ÑÑX

� ÉåëìêÉ=ë~ÑÉíó=ãÉ~ëìêÉë=~åÇ=éêÉÅ~ìíáçåë=~êÉ=éêçéÉêäó

áãéäÉãÉåíÉÇX

� áÇÉåíáÑó=Ñ~ìäíë=~êáëáåÖ=Ñêçã=ïçêâX=~åÇ

� ÇÉÅáÇÉ=Üçï=íç=ã~âÉ=áãéêçîÉãÉåíK
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^ééÉåÇáñ=O

s~êáçìë=íê~áåáåÖ=ãÉíÜçÇë

Mentoring system

It is undoubtedly a practical training method to deploy an
experienced person to coach the less experienced staff.
However, the effectiveness of this kind of training system
depends very much on the quality of the mentors,
particularly the extent to which the mentors can correctly
and effectively provide guidance for the trainees.  In
practice, you may need to consider giving the mentors
some training on coaching techniques.

Training at place of work

You do not have to send your staff to training centres or
institutes for training all the time.  Sometimes, it is more
convenient to arrange trainers to conduct training for your
employees at their place of work.

Distance learning

Distance learning can be conducted by using textbooks,
audio/video tapes, computer software or a combination
of these means.  This method of learning requires great
perseverance.  The learner should be prepared to undergo
training all by himself during most of the training period.
Therefore, some trainees need greater support and
encouragement.  In any case, distance learning is a very
economical and convenient way of training.
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Software-oriented or interactive learning programmes

This method employs computer software as training
materials for users to read information and answer
questions.  As this approach allows interaction between
the trainees and the training materials, its design should
be user-friendly.

eçï=íç=ÅÜççëÉ=ëìáí~ÄäÉ=íê~áåÉêë=çê=íê~áåáåÖ

éêçîáÇÉêë

Any business operator will be prudent in selecting a
supplier for goods or services.  In selecting a trainer or a
training provider:

� vçì=ëÜçìäÇ=Ü~îÉ=~=ÅäÉ~ê=ìåÇÉêëí~åÇáåÖ=çÑ=óçìê=åÉÉÇë

JJ=êÉîáÉï=óçìê=êáëâ=~ëëÉëëãÉåí=~åÇ=ïêáíÉ=Ççïå=óçìê

êÉèìáêÉãÉåíëK

� vçì=ëÜçìäÇ=ÅçåëáÇÉê=ïÜÉíÜÉê=íê~áåÉêë=~êÉ=~î~áä~ÄäÉ=áå

óçìê=çêÖ~åáë~íáçåK

� vçì=ëÜçìäÇ=ÉåèìáêÉ= íÜÉ=i~Äçìê=aÉé~êíãÉåí=~åÇ

êÉäÉî~åí=~ìíÜçêáíáÉë=çê=çêÖ~åáë~íáçåë=~Äçìí=áåÑçêã~íáçå

çå=íê~áåÉêë=çê=íê~áåáåÖ=éêçîáÇÉêëK

� fí=áë=~Çîáë~ÄäÉ=íç=Åçåëìäí=~åÇ=ëÉÉâ=ÅçããÉåíë=Ñêçã

ÄìëáåÉëë=Åçåí~Åíë=çê=íê~ÇÉ=~ëëçÅá~íáçåë=çå=êÉÑÉêê~äë

çÑ=ëìáí~ÄäÉ=Å~åÇáÇ~íÉëK==qÜáë=ïáää=Éå~ÄäÉ=óçì=íç=ÑáåÇ

ÖççÇ=íê~áåÉêë=çê=íê~áåáåÖ=éêçîáÇÉêë=~í=~=êÉ~ëçå~ÄäÉ

éêáÅÉK==_ÉÑçêÉ=ëí~êíáåÖ=~=íê~áåáåÖ=éêçÖê~ããÉI=óçì=ëÜçìäÇ

ÅÜÉÅâ=çìí=áíë=ÅçåíÉåí=Ñêçã=íÜÉ=íê~áåÉêë=íç=ã~âÉ=ëìêÉ

íÜ~í=íÜÉó=ãÉÉí=óçìê=åÉÉÇëK
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^ééÉåÇáñ=P

Some of the occupational safety and health training
providers are listed below:

Occupational Safety and Health Training Centre of the
Labour Department

13/F, City Landmark I, 68 Chung On Street, Tsuen Wan,
New Territories
Telephone: 2940 7057
Facsimile:  2940 6251
E-mail:       enquiry@labour.gov.hk
Website:    http://www.labour.gov.hk

Training provided:
General training courses on safety legislation provided
free-of-charge

Occupational Safety and Health Council

19/F, China United Centre, 28 Marble Road, North Point,
Hong Kong
Telephone: 2739 9377
Facsimile:  2739 9779
E-mail:       oshc@oshc.org.hk
Website:    http://www.oshc.org.hk

Training provided:
Various training courses on occupational safety and health
Both daytime and evening classes are available
Training courses can be tailor-made according to the
requirements of individual organisations
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Construction Industry Council Training Academy

95 Yue Kwong Road, Aberdeen, Hong Kong
Telephone: 2870 0183
Facsimile:  2553 7612
Website:    http://cicta.hkcic.org

Training provided:
Different training courses for the construction industry
Various refresher, advanced, management training and
commissioned courses
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båèìáêáÉë

For enquiries on this guide or advice on
occupational safety and health, please contact the
Labour Department's Occupational Safety and
Health Branch through:

Telephone: 2559 2297
                  (auto-recording after office hours)
Facsimile:  2915 1410
E-mail: enquiry@labour.gov.hk

Information on the services offered by the
Labour Department and major labour legislation
can also be found by visiting our Home Page at
http://www.labour.gov.hk.

Information on the services provided by the
Occupational Safety and Health Council can be
obtained through its hotline at 2739 9000.

`çãéä~áåíë
If you have any complaints about unsafe
workplaces and practices, please call the Labour
Department's occupational safety and health
complaint hotline at 2542 2172.  All complaints
will be treated in the strictest confidence.
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