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Contact Addresses, Phone and Fax Numbers

Occupational Safety and Health Branch

Enquiry Services

25/F., Western Harbour Centre, 181 Connaught Road West, Hong
Kong.

Telephone : 2559 2297 (auto-recording after office hours)

Fax 12915 1410

E-mail : enquiry@labour.gov.hk

Occupational Safety - Operations Division

Hong Kong & Island Region

16/F., Southorn Centre, 130 Hennessy Road,
Wanchai, Hong Kong.
Telephone : 2835 2034 Fax : 2833 0156

Kowloon Region

6/F., Mongkok Government Offices, 30 Luen Wan Road,
Mongkok, Hong Kong.
Telephone : 2399 2244 Fax : 2787 5984

New Territories East & Kwun Tong Region

Room 215, 2/F., Kwun Tong District Branch Office, 2 Tung Yan Street,

Kwun Tong, Kowloon.
Telephone : 2157 8055 Fax: 2157 0070

New Territories West Region
8/F., Chinachem Tsuen Wan Plaza,

457 Castle Peak Road, Tsuen Wan.
Telephone : 2437 1541 Fax : 2415 4425

Integrated Services

6/F, Tsuen Wan Government Offices,

38 Sai Lau Kok Road, Tsuen Wan.
Telephone : 2417 6557 Fax: 2498 1074

Occupational Safety and Health Training Centre

13/F., City Landmark | , 68 Chung On Street,
Tsuen Wan, New Territories.
Telephone : 2940 7064 Fax : 2940 6251

Occupational Health

Occupational Health Service

15/F., Harbour Building, 38 Pier Road, Central, Hong Kong.
Telephone : 2852 4041 Fax : 2581 2049

Kwun Tong Occupational Health Clinic cum Occupational
Safety and Health Centre

2/F., Kwun Tong Jockey Club Health Centre,

457 Kwun Tong Road, Kwun Tong, Kowloon.

Telephone : 2343 7133 (Kwun Tong Occupational Health Clinic)
Telephone : 2361 8240 (Occupational Safety and Health Centre)

Fax: 2142 6905

Fanling Occupational Health Clinic
7/F, Fanling Health Centre,

2 Pik Fung Road,

Fanling, New Territories.

Telephone: 3543 5701 Fax: 3543 5718

Boilers & Pressure Vessels Division

24/F., Western Harbour Centre, 181 Connaught Road West, Hong
Kong.
Telephone : 2975 6428 Fax: 2517 6853
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Introduction

This guidance note sets out the main points to consider when
you are checking safety and health on your site before carrying
out any work. It helps you identify the hazards and assess as
well as control the risks.

This note is not exhaustive. For further advice on safety and
health, please contact the Occupational Safety & Health Branch
of the Labour Department, (see backcover).

Our suggested checklist should cover -

1| safe place of work

® Arrangements are made to deal with workers new to the site.

® \Working areas and walkways are level and free from obstructions.

® Structures are adequately braced and not overloaded.

® Railings or barriers are provided at all edges to prevent falls,
especially when more than 2 m high.

® Openings or holes are securely fenced or covered.

® Materials are stored safely.

® Nails in timber are removed or hammered down.

e Adequate lighting is provided for work in the dark or poor
light situation.

® Props or shores are in place to make structures safe.

® Chutes for waste are provided to avoid materials from being
throwing down.

® Waste is collected and disposed of properly.

2| scaffolds

® Safe access is provided to the scaffold platform.

e All uprights are properly founded and provided with base plates.

e Scaffold is secured to the building by ties to prevent collapse.

e Scaffold is adequately braced to ensure stability.

® | oadbearing fittings are used where required.

e \Working platforms are fully boarded.

® Boards are free from obvious defects such as knots.

® Arrangements are made to avoid tipping and tripping of boards.

® Boards are fixed down in high wind situations or as part of
typhoon warning precautions.

® Adequate guard rails and toe boards are provided at every
side from which a person could fall 2 m or more.

® Scaffolds are designed and constructed for loading with
materials, and the load is evenly distributed.

e Effective barriers or warning notices are provided to stop
people from using an incomplete scaffold.

e Scaffold is erected, altered and dismantled by a competent person.

e Scaffold is periodically inspected by a competent person.
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3| Ladders

® | adders are the right equipment for the job (use of scaffold
should be considered first).

® | adders are in good condition and properly positioned for access.

® | adders are placed on firm and level ground.

® | adders are rested against a solid surface.

® | adders are secured near the top or the bottom (only when
fixing at the top is impracticable).

® | adders are risen at least 1.05 m above their landing place or
highest rung used.

4-Enmmﬂhm;

® Underground services are located and marked.

® Precautions are taken to avoid underground services.

® A safe method is used for putting in and taking out the timbering.

® Angle of batter is sufficient to prevent collapse of sloped
back excavation.

® Excavations are examined by a competent person at least
once in a week.

® Safe access is made to excavation.

® Railing or barriers are provided to stop people from falling in.

® Precautions are taken when there is risk of excavation flooding.

® Stacked materials, spoils or plants are placed away from the
edge of the excavation.

® Stop blocks are provided at edge of excavation.

® |mmediately pump out rainwater after heavy downpour.

5 Falseworkandformwork

® The design and the supports for formwork have been checked.

® Falsework or formwork is erected safely from steps or proper
platforms.

® Bases and ground conditions are adequate for the loads.

® Timbers are in good condition.

® Props are plumbed, on level bases and properly set out.

® Correct pins are used in the props.

® Formwork is inspected by a competent person against the
agreed design before permission is given to pour concrete.

6/ Hoists

® Hoist is periodically and thoroughly examined by a competent
examiner.

® Hoist is periodically inspected by a competent person.

® Hoist is protected by substantial enclosure.

® Gates are provided at all landings, including ground level.

® Gates are kept shut except when the platform is at the landing.

® Operator is trained and competent, and aged 18 or above.

® Safe working loads are clearly marked.

® \Warning notice is posted on the platform or cage to stop people
from riding on skip hoist.
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4 Lifting appliances andliftinggear

e | ifting appliances and lifting gear are periodically and
thoroughly examined by a competent examiner.

e | ifting appliances and lifting gear are periodically inspected
by a competent person.

e Automatic safe load indicator of a crane is inspected by a
competent person at least once a week.

® The driver is trained and competent, and attains 18 of age.

® Controls (lever, handles, switches, etc.) are clearly marked.

® The load is secured safely.

e Safe working load is clearly marked.

® Appliances are operated on a firm level base.

® Enough space is provided for safe operation.

e |ifting appliances are regularly maintained.

® |ifting gear is kept in good working order.

e | ifting gear is tested and thoroughly examined by a competent
examiner.

8 Trafficandvehicles

® Separate pedestrian, vehicle access points and routes around
the site are provided.

® Drivers and operators are properly trained.

® Vehicles are kept in good working condition.

® Vehicles are securely loaded.

® System to control on-site movements is in place to avoid
danger, including to pedestrians.

® Reversing vehicles are controlled by properly trained signaller.

® Raised bodies of tipping lorries are propped before reaching
under.

9| Plantand machinery

® The right plant and machinery are used for the job.
® Dangerous parts are effectively guarded.

® Guards are secured and in good working condition.
® The operator is trained and competent.

10 Cartridge-operatedfixingtools

® Approved tools are used.

® Manufacturer's instructions are followed.

® The operator attains 18 and holds a certificate of competency.
® The operator is aware of the dangers and able to avoid misfires.
® Goggles are worn by operators.

® Tools are cleaned regularly.

® Tools are kept in a secure place when not in use.
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11| Electricity

® Trip devices are provided for main voltage.

® Special measures are taken to protect portable electric tools
and equipment from mechanical damage and wet conditions.

® Signs of damage to or interference with equipment, wires and
cables are not present.

e All connections to power points are made by the correct plugs.
e Connections to plugs are properly made so that the cable
grip holds the cable firmly and prevents the earth wire from

being pulled out.

e Electricity supply of overhead electric lines is turned off or
other precautions are taken to prevent anything (cranes, tipper
lorries, scaffolding, etc.) from touching the lines or causing arcing.

e Underground electricity cables are located and marked.

® 'Permit-to-work' procedures are available where necessary to
ensure safety.

12 Fire
121 General

® Right number and type of fire extinguishers are provided.
® Adequate and clear escape routes are provided.
® \Workers know what to do in an emergency.

122 Flammableliquids

® Proper storage area is provided.

® The amount on site is kept to a minimum.

® |gnition sources are kept away from flammable liquids.
® Properly constructed safety containers are used.

123 Compressedgascylinders
® Cylinders are properly stored.
® Cylinder valve is fully closed when the cylinder is not in use.

124 Othercombustiblematerial
® The amount on site is kept to a minimum.
® Proper waste bins are provided.

® \Waste material is removed regularly.

13| Noise

® Assessment of noise risks has been carried out.
® Noisy plant and machinery are fitted with silencers.
® Approved ear protectors are worn by workers.
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14 Health

® The risks of all hazardous substances have been identified
and assessed.

® Hazardous substances are substituted by safer substances.

® Exposure is controlled other than by using protective
equipment.

e Safety information sheets are available from the supplier.

e Safety equipment is provided and used.

® \Workers who are not protected are kept out of danger areas.

® The atmosphere has been tested and a fresh air supply has
been provided in confined spaces.

® Emergency procedures are in place for rescue from the
confined space.

15| Manual handling

e Manual handling which may create risk of injury is avoided.
® Risks have been assessed and reduced if manual handling
cannot be avoided.

16| Personal protective equipment

e Suitable equipment is provided to protect the head, eyes,
hands and feet of workers where appropriate.
® Protective equipment is worn by workers.

17| weltare

e Suitable toilets have been provided for both sexes.

® Clean wash basin, hot/warm water, soap and towel are provided.

e Suitable clothing is provided for those who have to work in
wet, dirty or otherwise adverse conditions.

® [Facilities for changing, drying and storing clothes are provided.

® Shelter and facilities for meals are provided.

® Drinking water is provided.

® First aid box is provided.

18| Risks to the public

e All risks to members of the public off site have been identified.
® Adequate site perimeter fencing is provided to keep out the
public.




