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3.3 Weekly Tidying Up

The idea of this step is to thoroughly tidy up the site to prepare for work next week.

Benefits

1. To create a safe working environment;
2. To reduce accidents caused by at risk conditions;
3. To ensure required materials are ready for use;
4. To keep the site in good working order and discipline;
5. To improve efficiency.

How to Implement

Participants : all workers on site
Person	in	charge	 :	 foremen	from	the	contractor	and	sub-contractors

Equipment : tools required for the weekly tidying up, such as brushes, 
brooms, towels, etc.

Materials : inspection checklist

Method : 1. To	be	 carried	out	weekly	on	a	week	day	and	at	 a	pre-
determinated time (normally on the last day of each week);

  2. To put the excess materials at the collecting points;
  3. To put the unused materials in the designated place.
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  4. To assign responsible personnel to take charge of the 
tidying up and to verify the result.

  5. To implement an appraisal system & reward those who 
have	done	a	good	job	of	the	tidying	up.

Venues : selected places

Points to note

1. Avoid	over	or	under	work	in	the	tidying	up.		The	objective	is	to	meet	the	standard	
set by the company.

2. During the weekly tidying up, the site may be met and slippery and also involve 
handling of loads.  Therefore, extra care must be taken in such cases.

3. Make sure adequate tidying up tools are available.
4. Machinery must be cleaned according to relevant safety instructions.
5. The weekly tidying up should conform to the 5S good housekeeping concept.
6. The tidying up results should be evaluated as a measure of motivation.
7. Ensure no place is left out.
8. Senior management’s involvement makes it more persuasive.

Workers are tidying up the place of their responsibility thoroughly
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4. Monthly Safe Working Cycle

Monthly Safe Working Cycle is to review the site performance 

and progress, to improve the workers’ safety awareness 

through training and reward schemes, and to recognize their 

commitment and cooperation.

Monthly Safe Working Cycle should include the following :

Monthly Safe
Working Cycle

Safety Committee Meeting
(Members of the

Safety Committee)

Monthly Inspection
(Electricians, Mechanics,

Engineers and 
Competent Persons

of Principal Contractor 
and Subcontractors)

Safety Training
(Safety Officers
and All Workers)

Monthly Safety Meeting
(All Workers)
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4.1 Monthly Inspection

Monthly Inspection aims at improving the management of machines, equipment, tools 
and materials.  It should be carried out in line with relevant rules and regulations.

Benefits

1.	 Regular	in-depth	inspections	on	machines	and	equipment	serve	to	identify	problems	
at the early stage. It could ensure the safety of workers to prolong the service life of 
the machinery.

2. Keeping the machines and equipment in constant serviceable condition also improves 
the productivity and quality.

How to Implement

Participants	 :	 Competent	persons	appointed	by	the	contractors	and	sub-
contractors

Person in charge : electricians, mechanics, etc.

Equipment : instruments specified for checking, e.g. testing meters

Materials/	 :	 •	 Materials	 specified	for	checking,	e.g.	degreasing	agent,	
lubricant, etc.

	 	 •	 Maintenance	manual	for	mechanical	equipment

Methods : 1. Concerned facilities on site should be checked at least once 
a month.

  2. The	inspection	frequency	should	be	according	to	in-house	
rules and regulations.

documents

A competent person is carrying 
out the monthly inspection on 
the mobile crane as required by 
the contractor
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  3. Use a checklist to assist the inspection work and enables it 
being done systematically.

  4. Make repairs on the basis of the inspection findings and 
segregate the facilities that cannot be used any more till 
all problems have been solved.

  5. Keep the monthly safety inspection records. 

Venues : all places on site with machines and equipment.

Points to note

1. The checking schedule and procedure should be worked out in advance.
2. If necessary, seek assistance from surveyor services companies.
3.	 The	facilities	to	be	checked	include	pile	drivers,	cranes,	earth-moving	equipment,	

heavy-duty	transportation	plants,	pressure	vessels,	welding/cutting	kits,	electrical	
installation, etc.
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4.2 Monthly Safety Training

Through Monthly Safety Training, workers can reinforce the concept and awareness of 
safety, sharpen necessary skills, gain relevant knowledge and foster a correct attitude.  
By studying the cause of accidents, the same or similar accidents can be avoided.

Benefits

1. Through safety training, workers will master the safety skills and knowledge required 
and foster positive attitude on safety.

2. Safety training underlines the importance senior management attaches to workers’ 
safety and health.

3. Safety training is a legislative requirement.

How to Implement

Participants : safety officer will be in charge of the training and all workers 
(including	the	workers	of	sub-contractors)	should	participate.

Person in charge : safety officer

Equipment	 :	 All	equipment	required	for	training,	e.g.	projector,	TV	set,	
video recorders, etc.

Materials	 :	 Objects	 required	 for	 training,	 e.g.	notes,	materials	 for	
demonstration.

Method : 1. Safety training should be held at least once a month.
  2. Discuss specific accident cases and appreciate their causes 

and preventive measures. 

The safety officer is conducting 
the monthly safety training
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  3. Conduct the training in groups.  Group leaders will 
explain	the	objective	and	methods.	The	discussion	should	
be conducted in the following manner:

   –  To familiarize the accident case;
   –  To dig out all the problems;
   –  To determine the cause;
   –  To work out measures for improvement;
   –  To review the group discussion results;
   –  To summarize the discussion results by group leaders.

Venue : classroom or conference room (The safety training should 
be conducted in a quiet room to avoid distractions.)

Points to note

1. The training courses should meet the workers’ needs.
2.	 The	objective	and	methods	of	training	should	be	determined.
3. Training programmes should be implemented according to plan.
4. The effectiveness of training should be evaluated.
5. The improvement actions required should be done after evaluation.
6. The training should be of appropriate duration and must not be too long.
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4.3 Monthly Safety Meeting
 
Monthly Safety Meeting may be held together with the Daily Morning Safety Meetings and 
should include, in addition to the routine issues of morning meetings, the safety promotion 
activities to improve the workers’ sense of safety awareness and to present awards.

Benefits
Other than benefits of Daily Morning Safety Meeting, the Monthly Safety Meeting can 
also boost the morale workers.

How to Implement
Participants : all workers on site
Person	in	charge	 :	 project	manager/site	agent

Equipment : refer to Daily Morning Safety Meetings.

Materials : refer to Daily Morning Safety Meetings.

Methods : 1. Monthly Safety Meeting should be held at a predetermined 
time of each month.

  2. The issues of Daily Morning Safety Meetings should be 
dealt with.

  3. The safety records of last month should be reviewed.
  4. The safety promotion plan for the coming month should 

be announced.
  5. The safety measures formulated on work should be 

explained.
  6. Safety award should be given and the safety records of 

each group in each month should be announced.

Venue : Suitable place on site that could house all workers

Points to note
1. Safety promotion should be designed to foster the safety culture of the organizations.
2. Safety award should be fair in commending those individuals, groups or 

departments with good safety performance.
3.	 Safety	promotion	should	have	well-defined	topics	and	objectives.
4. Senior management should enthusiastically support the safety promotional activities.

Project	Manager	is	presenting	award	to	
“Worker with Safe Performance”during 
the Monthly Safety Meeting
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4.4 Safety Committee Meeting 

Monthly Safety Committee Meetings aim at strengthening communication among 
concerned persons on site, eliminating any misunderstandings or lack of coordination at 
work, reviewing the past safety records and planning for the coming month.  As a result, 
the workers’ safety awareness can be improved and accident reduction can be achieved.

Benefits

1. The communication among workers of different trades is strengthened, their work 
better coordinated and accidents avoided.

2. As members of the Safety Committee come from various trades, safety measures 
formulated at the meeting can be more practical and acceptable to them.

Participants :	 safety	officer,	 representatives	of	 sub-contractors	 and	other	
relevant personnel (such as client’s representative, architect, etc.)

Person	in	charge	 :	 project	manager,	site	agent

Equipment : all equipment required for the meeting

Materials : all documents required for the meeting

Methods : 1. To monitor i f the Safe Working Cycle has been 
implemented effectively.

  2. To formulate safety measures for the coming month.
  3. To assist in working out in house safety rules and safe 

system of work.
  4. To review the statistics on accidents/incidents/occupational 

diseases so as to identify trends, to supervise the safety 
performance and to report the Committee’s conclusions 
and recommendations to the top management.

  5. To review the safety inspection reports and to report to 
senior management the Committee’s conclusions and 
recommendations.

  6. To monitor if safety training for employees is sufficient 
and effective.

  7. To monitor if the dissemination and promotion of safety 
and health information sites are sufficient.
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  8. To organize safety promotion activities, such as safety 
competitions, exhibitions, safety promotion award and safety 
suggestion schemes.

  9. To communicate with the external organization and to obtain 
their comments on site safety.

Venue : suitable place such as the conference room of the contractor

The	Project	Manager	is	chairing	the	Safety	Committee	Meeting

Points to note
1.	 The	project	manager	 should	be	Chairman	of	 the	 Safety	Committee	and	 the	

safety officer should be secretary of the Committee.
2. The following issues will be discussed at the meeting: weekly and monthly 

construction progress; safety measures on special tasks; coordination on different 
types of work; and the instructions from the client or relevant government 
departments.

3. Discussion on the progress, special tasks and work cooperation could ensure 
safety at work.

4.	 Sub-contractors	 should	 raise	any	problems	 concerning	 their	work	and	 the	
coordination with other parties before and after work commencement.  A safe 
constructer method should be in place after discussion.

5. Before the meeting, the agenda should be studied and any other relevant issues 
should be added.

6. Each Safety Committee member should be fully understand all the issues 
discussed during the meeting.

7. The meeting minutes should be distributed as soon as possible, so that every worker 
will be informed of the meeting and their comments on the meeting can be collected.

8. The meeting should progress with the right pace & should not drag on too long.
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5. Safe Working Cycle and Safety Management System

5.1 Relationship between Safe Working Cycle and Safety Management System

The basic causes for accidents at construction sites lie mostly with the problems 
in company management.  Therefore, Hong Kong is following other developed 
countries in launching safety management systems as they have obtained 
considerable achievements.  Although the scope of safety management (fourteen 
elements) has already been defined in the “Factories and Industrial Undertakings 
(Safety Management) Regulation” enacted in November 1999, and the Labor 
Department is drafting the Code of Practice for the industry, there may be 
resistance and difficulties when it comes to implementation.  Besides, some 
elements may require certain tools for smooth implementation.

The main elements of safety management system in the “Factories and Industrial 
Undertakings (Safety Management) Regulation” are:

•	 Safety	Policy	 :	 describing	 the	 commitments	by	 contractors	
on safety and health at work;

•	 Safety	Organization	 :	 ensuring	 the	execution	of	 commitments	 in	
relation to safety and health at work;

•	 Safety	Training	 :	 equipping	workers	with	knowledge	about	
working safety.

•	 In-house	Safety	Rules	 :	 giving	 instructions	 on	 how	 to	 achieve	
objectives	of	safety	management;

•	 Programme	of	inspection	of		 :	 identifying	hazards	 and	make	 remedies	
regularly or at proper moments of any 
dangers;

•	 Personal	Protection	programme	:	 identifying	hazards	workers	may	 face	and	
determining the risks may affect workers, 
and providing suitable personal protection 
equipment when enginecy control measure 
out practically feasible;

•	 Accidents	incidents	investigation	 :	finding	out	 the	 causes	of	 the	accidents	or	
incidents and making immediate emergency 
arrangements against reoccurrence of 
accidents incidents;

 hazardous
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•	 Emergency	Preparedness	 :	 A	 set	of	 contingency	management	plans	
designed to come into effect in case of 
emergencies; 

•	 Evaluation,	Selection	and		 :	 ensuring	that		subcontractors	are	fully	aware	
of their responsibilities and discharge these 
responsibilities ;

•	 Safety	Committees	 :	 setting	up	 communication/consultation	
channels for managers, staff members and 
subcontractors to address safety and health 
issues;

•	 Evaluation	of	job	related	hazards	 :	 evaluating	work-related	hazards	or	potential	
hazards and design safe working cycle 
accordingly;

•	 Promotion	of	safety	and		 :	 improving,	developing	and	maintaining	
consciousness of safety and health at work 
sites;

•	 Programme	for	Accident	Control		 :	 a	plan	developed	 to	 control	 accidents	 and	
eliminate hazards before allowing workers 
to face any adverse working conditions;

•	 Programme	on	Protection	of		 :	 preventing	occupational	diseases.

Each activity of Safe Working Cycle can be used as a tool to implement the safety 
management system thus fulfilling the requirements of some main elements of the 
Regulations.  A comparison is given below between each item of the Safe Working Cycle 
and the fourteen elements in the Regulations.

 Control of Subcontractors

 health awareness

 and Elimination of Hazards

 Occupational Health
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Comparison Of Safety Working Cycle with Elements of Safety

Management System

1. Daily Safe Working Cycle

•	 Morning	Safety	Meeting

•	 Hazard	Identification	Activity

•	 Prior-to-work	Inspection

•	 Guidance	&	Supervision	at	Work

•	 Safety	Inspection

•	 Process	Safety	Discussion

•	 Tidying	up	after	Work

•	 Final	Check	after	Work

Elements of Safety Management System

•	 Safety	Organization	(Communication)

•	 Safety	Promotion	(Safety	Awareness)

•	 PPE	programs

•	 Risk assessment and implantation of sites 

•	 Safety Inspection (daily inspection of site)

•	 Process	Control	 (daily	 inspection	and	

maintenance of facilities/tools)

•	 PPE	(supervision)

•	 Safety	Training	(supervision)

•	 Safety	Organization	(competence)

•	 In-house	Safety	Rules

•	 Safety	Inspection	(monitoring)

•	 Safety	Inspection	(supervision)

•	 Subcontractor	Control

•	 Safety	Organization	(communication	&	

Cooperation)

•	 Subcontractor	Control

•	 Process	Control

•	 Process	Control	(housekeeping)

•	 Safety	Inspection	(monitoring)
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2. Weekly Safe Working Cycle

•	 Process	Safety	Discussion

•	 Weekly	Inspection

•	 Weekly	Check	

•	 Weekly	Tidying	up

Elements of Safety Management System

•	 Safety	Organization	(communication	&	

cooperation)

•	 Subcontractor	Control

•	 Safety	Inspection	(monitoring)

•	 Subcontractor	Control

•	 Process	Control

•	 Process	Control	(housekeeping)

3. Monthly Safe Working Cycle

•	 Monthly	 Safety	 Committee	

Meeting

•	 Monthly	Inspection

•	 Monthly	Safety	Training

•	 Monthly	Safety	Meeting

Elements of Safety Management System

•	 Safety	Committee

•	 Safety	Inspection	(monitoring)

•	 Subcontractor	Control

•	 Safety	Training

•	 Analysis/Prevention	of	Accidents

•	 Safety	Organization	(communication)

•	 Safety	Promotion	(safety	awareness)
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5.2 Other items of the Safe Working Cycle 

In	addition	to	the	above-mentioned	regular	activities	of	the	Safe	Working	Cycle,	
there are also as required items to ensure site safety.  Two of them are particularly 
important:
•	 Check	and	approval	of	subcontractor’s	machineries	and	equipment	before	use.
•	 Commencement	meeting	with	subcontractors.

Close relationship between contractors and subcontractors facilitates  
communication and sincere cooperation between each other, as well as enhances 
the site safety and health on the basis of sound partnership.

5.3 Conclusion 

Many companies certainly have already implemented parts of the Safe Working 
Cycle in this handbook.  Further improvement of the existing measures and 
their integration with the corresponding aspects of the Safe Working Cycle will 
undoubtedly benefit site safety, especially once they are incorporated into the 
company’s safety management system and implemented diligently.  
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Appendices
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Prior-to-work Stretching Exercises
(Appendix 1)

52
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Personal Protective Equipment
(Appendix 2)

53

ANNEX 6



Na
me

of
Pri

nc
ipa

lC
on

tra
cto

r:
Na

m
e

of
Sit

e:

Ha
za

rd
Ide

nt
ific

ati
on

Ac
tiv

ity
&

Mo
nit

or
ing

Fo
rm

Na
me

of
Fo

rem
an

/Su
pe

rvi
so

r:
Na

me
of

Fo
rem

an
:

Sig
na

tu
re:

Sig
na

tu
re:

M
on

ito
rin

g
Re

su
lts

Na
me

of
W

or
kT

ea
m:

Da
te

:
Tim

e:

Po
te

nt
ia

lH
az

ar
d

Fo
llo
w
-u
p

Ac
tio

ns
Re

m
ar

k
Da

te
of

Co
mp

let
ion

Co
mp

an
y:

Nu
mb

er
of

Em
plo

yee
s:

Sat
isfa

cto
ry

Un
sat

isfa
cto

ry

(A
pp

en
di

x 
3)

ANNEX 6



N
am

e
of

w
or

k
te

am
:P

la
st

er
in

g

Ha
za

rd
Ide

nt
ific

ati
on

Ac
tiv

ity
&

Mo
nit

or
ing

Fo
rm

Na
me

of
Fo

rem
an

/Su
pe

rvi
so

r:
Na

me
of

Fo
rem

an
:

M
on

it
or

in
g

Re
su

lt
s

D
at

e:
18

A
ug

us
t,

20
00

Ti
m

e:
8:

18
am

Po
te

nt
ia

lH
az

ar
ds

Fo
llo
w
-u
p

A
ct

io
ns

Sat
isfa

cto
ry

Re
m

ar
ks

Da
te

of
Co

m
pl

et
io

n

Na
me

of
Su

bc
on

tra
cto

r:
Nu

mb
er

of
Em

plo
ye

es:

Un
sat

isfa
cto

ry

1a
.

W
ea

r
du

st
m

as
k

1b
.

W
ea

r
pr

ot
ec

ti
ve

gl
ov

es

1c
.
•

M
ai

nt
ai

n
dr

ai
na

ge
in

go
od

co
nd

it
io

n
•

W
ea

r
no
n-
sl
ip

sa
fe

ty
sh

oe
s

2a
.
•

K
ee

p
cu

tt
er

in
go

od
co

nd
it

io
n

•
In

st
al

lc
ut

te
r

gu
ar

d
•

W
ea

r
pr

ot
ec

ti
ve

gl
ov

es

2b
.

W
ea

r
ey

e
pr

ot
ec

to
r

2c
.
•

A
do

pt
"w

et
cu

tt
in

g"
•

W
ea

r
du

st
m

as
k

2d
.

W
ea

r
ea

r
pr

ot
ec

to
rs

2e
.

Pr
op

er
ea

rt
hi

ng
of

cu
tt

er
an

d
ch

ec
k

cu
tt

er
in

sa
fe

op
er

at
io

n

3a
.
•

U
se

m
ec

ha
ni

ca
la

id
w

he
re

ve
r

po
ss

ib
le

•
A

do
pt

pr
op

er
m

an
ua

lh
an

dl
in

g
m

et
ho

ds
an

d
po

st
ur

e
•

W
ea

r
pr

ot
ec

ti
ve

gl
ov

es

Sig
na

tu
re

:
Sig

na
tu

re
:

1
Ce

m
en

t
m

ix
in

g:
a.

In
ha

la
ti

on
of

du
st

(c
em

en
t)

b.
Sk

in
ir

ri
ta

ti
on

(c
em

en
t)

c.
Sl

ip
ov

er
(s

lip
pe

ry
fl

oo
r)

2
Ti

le
cu

tt
in

g:
a.

La
ce

ra
ti

on
of

ha
nd

s
(c

ut
te

r,
sh

ar
p

ed
ge

s
of

ti
le

s)

b.
Pa

rt
ic

le
s

fl
ow

n
in

to
ey

es
(t

ile
ch

ip
s)

c.
In

ha
la

ti
on

of
du

st
(t

ile
du

st
)

d.
H

ea
ri

ng
lo

ss
(n

oi
se

)

e.
El

ec
tr

ic
sh

oc
k

(e
le

ct
ri

c
cu

tt
er

)

3
M

an
ua

lh
an

dl
in

g:
a.

Sp
ra

in
in
ju
ry

(im
pr

op
er

po
st

ur
e/

ov
er

lo
ad

in
g)

(A
pp

en
di

x 
4)

ANNEX 6



56

Safety Inspection Checklist (Appendix 5)

Name of Principal Contractor: 	 Name of site: 

Name of Assessor: 	 Date:  Time: 

Today’s key items of inspection
(please tick 4 )
Access and egress:
Gangways Y / N
Ladders Y / N
Passageways Y / N

Working at height:
Scaffolding Y / N
Working platforms Y / N
Floor edge / openings Y / N
Lift shafts/openings Y / N

Earthwork:
Excavations Y / N
Trenches Y / N
Caissons Y / N
Tunnels Y / N
Slopes Y / N

Lifting Applauses and Lifting Gear:
Cranes Y / N
Winches Y / N
Pulley blocks Y / N
Passenger Hoists Y / N
Material or skip hoists Y / N
Suspended Working Platforms Y / N
Chains, ropes, hooks, slings Y / N

Electricity:
Switches Y / N
Wiring Y / N
Fixed installations Y / N
Portable lighting Y / N
Portable tools Y / N
Welding Machinery Y / N

Fire prevention:
Fire-fighting	appliances	 Y	/	N
Mecums of escape Y / N
Dangerous goods stock Y / N
Gas welding cylinders Y / N

Satisfactory/
Unsatisfactory

Follow-up Actions
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Safety Inspection Checklist (Appendix 5)

Satisfactory/
Unsatisfactory

Follow-up Actions
Today’s key items of inspection
(please tick 4 )
Health:
Asbestos control Y / N
Dust control Y / N
Noise control Y / N
Protection from dangerous substrates Y / N
First-Aid	equipment	 Y	/	N
Washing facilities Y / N
Latrine Y / N

Machinery:
Woodworking machines Y / N
Hoistway Y / N
Abrasive wheels Y / N
Power Presses Y / N

General: 
Housekeeping Y / N
Safety Net and Fans Y / N
Stacking of materials Y / N
Passageways Y / N
Lighting Y / N
Ventilation Y / N
Notice of employment of safety officer /  Y / N
Safety supervisor

Provision of Personal Protective Equipment:
Helmets Y / N
Eye protectors Y / N
Ear Protections Y / N
Respirators Y / N
Safety belts Y / N
Gloves Y / N
Safety shoes Y / N

Other (please specify):
 Y / N
 Y / N
 Y / N
 Y / N
 Y / N

 Name of assessor: 

 Signature of assessor: 

 Date of Inspection: 
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Records for Process Safety Discussion (Appendix 6)

Name of Principal Contractor:  Name of Site: 

Name	of	Project	manager/site	agent:	

Signature	of	Project	manager/site	agent:	

Date: 

 1 Safety performances for today/this week, e.g. 
access and egress,  Working at height, electricity, 
fire prevention etc.

 2 The arrangement and collaboration for various 
construction activities for tomorrow: e.g. the 
electrician should clear the site for the paint 
spraying subcontractor.

 3 Potential hazard/arising from tomorrow’s work/
special precaution measures: e.g. fire drill

 4

 5

 6

 7

 8

 9

Summary: 

Items to be Announced in Morning Safety Meeting tomorrow:

 Item Particulars Person in Charge Date of Completion
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5S – Housekeeping (Appendix 7)

5S (organization, orderliness, cleanliness, standardization, and discipline) originated from 
Japan.  It is a very effective method for housekeeping.  In addition to the emphasis on 
site management, the idea of 5S is to cultivate in staff members a habit of keeping the 
site clean and in good order, with its ultimate goal to improve safety and health level at 
the work sites.

 

Organization, orderliness, cleanliness, standardized cleanup, and discipline

All steps in the 5S are intertwined with one another.  Each should be implemented 
in synchronization with all others for a clean site and eventually for improvement in 
safety and health level.

Organization

In order to avoid the site from becoming chaotic useful stuffs should be clearly sorted 
out from those that are not needed.  Organization is to remove unwanted stuffs from 
work site.  It includes the following points:

•	 Cr i ter ia should be in p lace to 
determine the usage of materials. 
Thoughts are given to the frequency 
of use, time & quantity required.

•	 Procedures should be formulated   
to deal with all unwanted materials, 
e.g. disposed of returned store or 
sold away.

Mixed storage of empty & filled gas cylinders
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After organization, Gas cylinders stored 
upright in trolley ready for use

Hand tools are put back 
on the tool rack after use

Orderliness:

I “Orderliness” is to place all materials in good order and make it easy for workers to 
retrieve and return. It includes the following points:

•	 System should be established to clarify all materials 
and decide the storage location & quantity.

•	 All materials should be placed in designated places 
and easy to locate and retrieve

Materials are stored properly at site
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Testing the gases composition 
to make sure they meet the 
safety and health requirements

Transparent machine guards are used on machinery, 
making it convenient to check whether the 
equipment complies with necessary standards

Cleanliness

“Cleanliness” is to sweep away the dirt from the work site. The emphasis is to not only 
keep the work site clean, but also to check all the facilities, tools and machines, to see 
whether they are in good conditions. It includes the following points:

•	 Mark	out	each	specific	area	for	the	workers	to	clean	up.

•	 Make	sure	that	workers	understand	how	to	clean	up	their	work	areas,	facilities	and	
tools.

•	 Train workers on how to check all the facilities and tools, and how to identify whether 
they are in operating state.

Standardization

Standardization is to set up the standards for a clean work site in order to measure 
whether the site meets the safety requirements. 

All the passageways are cleaned 
up; trash and waste have been 
properly removed

Dirt and mud should be wiped off 
from the safety shoes after work in 
order to keep the workplace clean
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The worker clean up his own working 
area voluntarily after work

Discipline

There must be guidelines for the workers to follow before they make them a habit. 
Each worker is given the opportunity to participate in the safe practices, and they 
are encouraged to follow every single safety guideline. By doing this, a safe working 
environment is established with contribution from each worker. In addition, they 
will be able to have firsthand experience of the benefits and improvements from 
implementing 5S. Thus, discipline turns into voluntary safety behaviors.

The site agent, through inspection programme, evaluates the 
effect of implementing 5S on a regular basis to decide on future 
improvements actions
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Final Check Checklist (Appendix 8)

Name of Principal Contractor: 	 Name of site: 

Name of Inspector: 	 Date:  Time: 

Satisfactory/
Unsatisfactory

Follow-up Actions

Housekeeping:

Housekeeping removed Y / N

Trash in bins and removed regularly Y / N

All passageways are kept clear Y / N

Machinery:

Dirts, chips and grease removed Y / N

Dirts on the gas pipe, wires, oil meter,  Y / N
pressure gauge removed

Electrical installations and facility:

Dust	and	dirt	in	switch-room	and		 Y	/	N
switchbox removed

Dust and dirt on the electrical installation  Y / N
and wires removed

The power supply and switchboard  Y / N
turned off

Hand tools:

Dust; dirt and grease removed Y / N

Dust; dirt and grease the tool rack / Y / N
tool box removed 

Hand tools returned to rack or tool box Y / N

Chemicals:

Chemicals storage and usage area  Y / N
cleaned up

Lifting appliances:

Dust, chips and dirt removed Y / N

Dust, chips and dirt on racks in storage area Y / N

Lifting appliances and mechanical  Y / N
equipment locked

Items to check
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Final Check Checklist (Appendix 8)

Satisfactory/
Unsatisfactory

Follow-up ActionsItems to check

Water supply and drainage system:

Water supply shut off Y / N

Movable pumps turned on Y / N

Drainage system kept clear Y / N

Fire:

All fires sources extinguished Y / N

Materials stacking:

Excess materials returned to store & locked Y / N

Stacking height too high Y / N 

Scaffolding:

Bamboo scaffold fastened. Y / N

Trash on the scaffold safety net removed Y / N

Trash on the catch fan cleaned up Y / N

No gap in safety net Y / N 

Metal scaffold and braces firmly erected Y / N

Other:

Gate locked security posted Y / N

 Name of Inspector: 

 Signature of Inspector: 

 Date: 
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An Overview of the Safe Working Cycle
(Appendix 9)

Note: 	 	 Priority Items

	 	 Important Items

	 	 Planned Items

Weekly, monthly or intermittent items

  Weekly 

	 	 Weekly process safety discussion

	 	 Weekly site tidying up

	 	 Weekly in spec t ion on mechan i ca l 
equipment and electrical installation, etc.

	 	 Weekly inspection

  Monthly

	 	 Safety Committee Meeting

	 	 Monthly inspect ion on mechanical 
equipment and electrical installation, etc.

	 	 Safety training

	 	 Safety meeting

  On needed-basis

	 	 Safety induction training courses for new 
staff

	 	 Approval for new mechanical equipment

	 	 Pre-commencement	meeting	with	
Subcontractors in advance

	 	 Special meetings including safety 
meeting

	 	 Various safety trainings

Daily Items

	 	 Morning safety exercises

	 	 Morning Meeting

	 	 Hazard Identification

	 	 Prior-to-work	 Inspection	equipment	
and electrical installation, etc.

	 	 Inspection by Safety supervisor

	 	 Guidance & supervision at work

	 	 Inspection	by	Project	manager/site	
agent

  Lunch break

	 	 Guidance and supervision at work

	 	 Inspection	by	Project	manager/site	
agent	(When needed)

	 	 Daily process safety discussion

	 	 Tidying up after work

	 	 Final check
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Observation Sheet for Safe Behaviour
(Appendix 10)

Contractor :  

Project	:		
      
Address of construction site : 
        
Working area inside building :  
         
Date :   Working group : 
       
Time :   Name of assessor :   
     
Type (e.g. personal protective equipment) :   

      

% of safe performance = x 100

Comment/remark:

 Item No. Behaviour to be monitored Safe At risk Not observable

Total number of ‘Safe’

(‘Safe’ + ‘At risk’ + ‘Not observable’)
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for the Construction Industry Council 

(2nd Re-tender) 
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MA / 1 

To be Signed by a Contractor 
 

MEMORANDUM OF AGREEMENT 

 

MEMORANDUM OF AGREEMENT made on the     day of        

2025 BETWEEN THE CONSTRUCTION INDUSTRY COUNCIL of 1    

          (hereinafter called “the Employer”) 

of the one part and 2              

    of 3                

(hereinafter called “the Contractor”) of the other part WHEREAS the Employer requires 

the Contractor to design, execute, complete and maintain the whole of the said works 

(for Contractor) in respect of Construction of Outdoor Training Ground at Siu Lam, 

Area 56, Tuen Mun for the Construction Industry Council (2nd Re-tender) or for the 

Employer (hereinafter called “the Assignment”) and details of which are set out in the 

Assignment Brief annexed hereto AND WHEREAS the Contractor has agreed to 

complete the works (for Contractor) in accordance with the Assignment Brief and its 

Annexes, Conditions of Contract, the Contract Drawings, the Specification, annexed 

hereto (hereinafter referred to as “the Conditions”), and subject to the payment to him by 

the Employer of the fees and other payments set out in the Fee Proposal and the 

Conditions annexed hereto. 

 

NOW THEREFORE IT IS AGREED AS FOLLOWS :- 

1. This Agreement shall comprise :- 

 (a) Conditions of Tender and Appendices 

 (b) Special Conditions of Tender 

(c) Special Conditions of Contract and Appendices 

 (d) Form of Tender 

(e) CIC’s General Conditions of Contract and Guidelines for Works or 

Services (2b-CAR) 

(f) Assignment Brief and its Annexes 

 (g) Technical Proposal and Fee Proposal 

 (h) Contractor's Safety Requirements 

(i) Any relevant correspondence 

 all of which are annexed hereto. 
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2. The Director for the purposes of this Agreement shall be 4     

            

3. In consideration of the payments made at the times and in the manner set 

forth in the Agreement by the Employer, the Contractor hereby jointly and 

severally5 undertakes to perform and complete the said works subject to and 

in accordance with the Agreement. 

 

IN WITNESS this Agreement has been executed as a deed on the date first above 

written 

    

 SIGNED for and on behalf of )  

 the Employer by 6 )  

  )  

  )  

  

 in the presence of  

 Signature, name and address 

  

(a) SIGNED for and on behalf of  )  

 the Contractor by 7 )  

  )  

  )  

   

 in the presence of   

 Signature, name and address  

  

OR 

 

   

(b) SIGNED for and on behalf of and as )  

 lawful attorney for 2 )  

            under power of )  

 attorney dated )  

 By )  

   

 in the presence of  

 Signature, name and address  



Construction of Outdoor Training Ground            Memorandum of Agreement 

at Siu Lam, Area 56, Tuen Mun 

for the Construction Industry Council 

(2nd Re-tender) 

Ref (570) in P/AE/PUR/AGC 

MA / 3 

  

OR 

 

 

(c) SIGNED on behalf of the Contractor by 8  

) 

 

  )  

  )  

  )  

 in the presence of  

 Signature, name and address  

NOTES: (for preparation of but not inclusion in the engrossment of the Memorandum 

of Agreement) 

Case (a) is for use where the Contractor executes the Assignment. 

 

Case (b) is for use where the Contractor executes through an attorney. 

 

Case (c) is for use where the Contractor comprises a partnership or consortium.  As 

regards the attestation clause, each member forming the partnership or consortium just 

executes. 
  

1 Insert the address for service of documents. 
  

2 Insert the name of the Contractor. 
  

3 Insert the address of the Contractor. 
  

4 Insert the post title. 
  

5 Delete “jointly and severally” where cases (a) or (b) apply.  Initial the deletion 

by the signatories of the Memorandum of Agreement. 
  

6 Insert the name and appointment of the officer. 
  

7 Insert the name(s) and capacity of the person(s) (usually the Directors of the 

Contractor) executing the Agreement for the Contractor.  The person’s 

authority to execute the Agreement for the Contractor is prescribed in the 

Memorandum of Association of the Contractor. 
  

8 Insert the names of the partners. 

 


