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Message from the Chairman of

The Hong Kong Association of Banks

I am delighted with the publication of this Guidebook which comes as a product of
cooperation between the Labour Department and the Hong Kong Association of Banks.
This Guidebook, which is tailor-made for the banking and finance industry, provides guidance
for managers on the essentials of safety and health management in workplaces. It not only
helps us to identify some of the potential hazards in our places of work, but also provides

ways for planning and implementing effective in-house safety and health programmes.

With the enactment of the Occupational Safety and Health Ordinance and Regulation
in 1997, banks and financial institutions, like other business sectors in Hong Kong, are
statutorily required to provide a work environment that is safe to work in. This Guidebook

offers advice to assist the industry in achieving compliance with these regulations.

Our industry is recognised around the world for its commitment to compliance and
prudent management. These traits, I am sure, will also enable us to protect our workforce
against occupational injuries and ill health. Some organizations in this industry have already
taken great strides on this front and good practices they have developed may well serve as a

benchmark for the entire industry.

In this regard, I wish to express my appreciation to these organizations in the industry
for having so generously shared their experience with us. But most of all, on behalf of the
Hong Kong Association of Banks, I must express my heartfelt thanks to Mrs. Pamela Tan,
the Commissioner for Labour, for leading this initiative and her expert assistance, without

which, this Guidebook would not have come to print.

Peter Wong

Chairman

Hong Kong Association of Banks



Message from Mrs Pamela Tan, JP,

Commissioner for Labour

It gives me great pleasure to introduce this Guidebook jointly published by the Hong
Kong Association of Banks and the Labour Department.

The enactment of the Occupational Safety and Health Ordinance and Regulation in
1997 provides a unified regime for the control of safety and health of employees at work in
both industrial and non-industrial sectors in Hong Kong. While the law lays down the legal

framework, different industries may prepare guidelines for their own needs.

This Guidebook sets out the core components of a safety management system that will
help the banking and finance industry to manage and control risks at work. It also suggests
some precautionary measures to address the occupational safety and health problems in the
industry. I am sure that the Guidebook will be of immense benefit to the management staff

in developing and implementing their own hazard control programmes.

Finally, I wish to express my sincere gratitude to Mr Peter Wong, Chairman of the
Hong Kong Association of Banks, for his strong support in making this Guidebook a reality,

and to all those in the industry who have participated in the project.

/M Z--

Mrs Pamela Tan, JP

Commissioner for Labour
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Chapter 1 Introduction

Being one of the world's major financial centres, Hong Kong has 160,000 employees engaged
in the banking and finance industry. Characteristically a risk administrator, this industry
endeavours to build up capital gains and eliminate losses as much as possible. Employees
are valuable assets. Injury at work and ill-health of an employee may lead to loss of working
days, or business opportunity. Even worse, it may affect corporate image. A safe and healthy
workplace can enhance employees' morale and improve productivity. In the long run,

improving safety and health at work is a good investment with promising returns.

The objective of this Guidebook is to help managers in the banking and finance industry to
identify potential hazards and suggest solutions to problems encountered in their workplaces.
It also advises managers to implement a safety management system which would help
discharge their general duties under the Occupational Safety and Health Ordinance. Chapter

2 explains what 'safety management' is.

It is important to ensure that safety and health considerations are integrated into the design
and development of new branches or offices. This not only avoids the significant cost of
retrofitting safety and health measures at a later stage, but also improves productivity. Chapter
3 provides a brief summary of the safety and health matters that should be taken into account

at the stage of designing new branches or offices.

Although most of the employees in the industry work in a relatively stable environment,
they are also exposed to some significant risk of bodily injury and ill-health. Common
occupational safety and health problems that they may encounter in their daily work and

corresponding precautionary measures are set out in Chapters 4 and 5.



Chapter 2 Safety Management System in the Banking
and Finance Industry

What is a safety management system?

A safety management system (SMS) is the basis for ensuring the safety and health of

employees at work. It means a system that provides safety management in an enterprise.

"Safety management" means the management functions of an enterprise related to the safety
of its personnel, including -
(a) the planning, developing, organizing and implementing of a safety policy; and

(b) the measuring or auditing, and reviewing of the performance of those functions.
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Why do we need a safety management system?

It is an effective way to identify strengths and weaknesses, prevent accidents and strive for
continuous improvement. A safe and healthy working environment not only increases

employees' efficiency and productivity but also reduces insurance and compensation costs.

Under the Occupational Safety and Health Ordinance, an employer is required to ensure the
safety and health of all his employees at work. To help the management comply with the
statutory requirements in order-te achieve higher safety and health standards at work, it is

essential to put in place an efficient safety management system.

Elements in a safety management system

A safety management system basically consists of 14 core elements, which are listed in the
Appendix. The elements considered most relevant to the banking and finance industry are

briefly described hereunder:

1. Safety policy
> A safety policy that states the commitment of the enterprise to safety and health

at work.

A safety policy sets clear direction for the financial institution to move
towards continuous improvement apart from complying with the law. It
aims at maximizing the contribution of individuals through participation

at all levels and to align safety and health objectives with business goals.



2. Safety organization
P~ A structure that assures the implementation of commitments to safety and health
at work.
Safety Office il
[
various banking services | : Administration, Finance |
(Corporate Banking, | of Personnel & & Legal Services |
Consumer Banking, b Human Resources
Treasury) '
[
Managers Managers Managers
[ | |
Supervisors Supervisors Supervisors
Front-line staff’ || | General Staff H General Staff

It is desirable to spell out the roles of respective staff members in occupational safety
and health matters, with regard to their knowledge and responsibilities. Moreover,
through the establishment of a Safety Committee, communication between the

management and employees can be improved. The committee can also help to promote

work safety in the organization.

Signing a Safety Charter would help pave the way for achieving saf ety as
a shared responsibility between an employer and his employees.




3. Safety training
p  Training to equip the personnel with knowledge to work safely without risking

their health.

Training Need Analysis

Manual handling

Identify training needs 1

First aid

On-the-job | .01b0x talk

T

( Evaluate the effectiveness of training
= = r =

Course contents . Test result |

Attendance

4. In-house safety rules

b In-house safety rules to achieve safety management objectives.

In-house safety rules should cover areas ranging from operation of machinery, work

processes, use of personal protective equipment, fire and material handling safety, to

. | ABC Co. XXX Saﬁ-:ty.Canipﬁig;tm! -

emergency response procedures.

Reference » Relevant legislation
» Code of practice and guidance materials
» International standards

» Best trade practice and trade performance



Programme of inspections
» A programme of inspections to identify hazardous conditions at suitable intervals

and, where appropriate, take remedial measures.

A planned inspection programme is a form of active monitoring to identify hazardous
conditions and where appropriate, take remedial measures.
Quarterly Workplace Inspection Report

Location: XXX Branch Date of Inspection: XX/XX/200X
Nature of Work: XXXX Time of Inspection: XX:XX

Observations Follow-up Actions

Element Y N Comment Responsible Party Repeat Initiating Date Completion

1. Housekeeping

Wil e TV CHAN v oOXNXX/XX XX/XX/XX
2. Fire Protection Planned Inspection
-------- ¥ WHERE? » Your responsible workplace & its immediate vicinity
WHAT?  » The elements contained in the inspection checklist
WHO? » Persons responsible for the workplace or their delegates
who have been trained

= HOW? » Follow the inspection checklist

WHEN? > At least once per quarter

Hazard analysis and control measures
»  Evaluation of job related hazards or potential hazards, and the subsequent

development of control measures.

Hazard analysis provides a means to manage hazards in a way that eliminates or reduces
them to an acceptable level. Where engineering control methods are not feasible,

suitable personal protective equipment should be provided as a last resort.
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Personal Protective Equipment Programme

v Assessment

v Selection

v Supply

v Maintenance and storage
v Training

v Monitoring

Emergency preparedness
> Being prepared for emergencies by developing, communicating and executing

plans prescribing the effective management of emergency situations.

A quick and correct response in case of emergency minimizes injuries, illness, property
damage, environmental harm and public concern. As part of contingency planning in
financial institutions, an emergency response plan requires full commitment from top

management and should be promulgated to various levels of staff.




8. Evaluation, selection and control of sub-contractors
»  Evaluation, selection and control of sub-contractors to ensure that they are fully

aware of their safety obligations and are in fact meeting them.

For companies that have substantially contracted out its operations to sub-contractors,
it 1s necessary to prepare guidelines for in-house personnel to evaluate, select and
control their sub-contractors' performance. The safety and health performance of the

sub-contractors should be an important criterion in selection.

Sub-contractors in a financial institution may include a
contractor providing security services, a maintenance

contractor, a cleaning contractor or a renovation work
contractor.

Safety audit

Auditing 1s a mechanism for improving a safety management system. It helps a financial
institution to reduce risks and ensure the continued effectiveness of the safety management

system.

Continuous

INFORMATION Improvement

Collect

Verify

For further information on the safety management system and safety auditing, the reader

may refer to "A Guide to Safety Management" published by the Labour Department.



