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Part 1 — Introduction

e About us — SHE Office

 HKSTP’s health, safety & environmental
policies

* Your obligations (legal requirements)
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SHE Office

SHE Office
Christine Chiu (Director, SHE)

Safety, Health and Laboratory Engineering
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and Environment) Engineering and DG Services)**

CS Chow PL Cheng
(Manager, Safety, Health and (Senior Manager, Laboratory

Painchai Tantivangphaisal
(Senior Manager, Dangerous Goods Safety)**

Environment) sunny Lai Engi i d DG Services)**
(Manager, Laboratory and Research Safety) . ervices
Jason Hon ) Jack Yeung
Tim Chan

(Assistant Manager, Safety,

(Manager, Laboratory
Health and Environment)

Engineering and DG Services)
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(Assistant Manager, Laboratory

Engineering and DG Services)
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Laboratory & Research Safety Danny Engineering and DG Services)
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Laboratory Provisions & Services PL Cheng pelnliSiedp e
Dangerous Goods Management  Painchai -FKa 17y

(Manager, Laboratory and Research Safety)




SHE Office @ HKSTP- Our role & responsibility

Construction Safety

* Monthly Safety Audit
* Fall hazards

* Crane lifting

Public Safety — Tenants,

Visitor & Contractors

* Manage Slip, Trip & Fall
Incidents

* Hazard from Defected
Facilities

* Contractors’ activities

Office Safety

* Inspect Fire safety, DSE,
MHO...etc.

* Conduct Inspection regularly

» Safety Promotions

SHE Office

OHKSTP

Food Hygiene — Restaurants
* Monitor Food Hygiene

* Food Hygiene Audit

* Restaurant Housekeeping

Lab Safety — Tenant &

Incubatee

* Perform Safety Walk-
thru Inspection of Lab

* Admission
Assessment

* Legal Requirements
(DGO)

* Risk Classification

Lab Safety - HKSTPC

* Conduct Safety Working
Group Meeting

* Chemical Spillage Drill

* Incident Investigation

* Performance
Measurement &
Monitoring

- H(STFt'{



Locations of Dangerous Goods Stores in HKSTP
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Health & Safety Policy

HKSTP is committed to provide a healthy and safe workplace for all who work

at or visit our facilities. We promote a culture of individual responsibility for

the prevention of injuries and ill health by engaging our staff, partner

companies, suppliers and contractors. To these ends, we will:

* Define clear health & safety accountabilities, roles and objectives within
HKSTP;

 Comply with applicable legislation, regulations and related requirements;
* Provide resources and training to promote health & safety awareness and
culture;

* Adopt a systematic approach to identify and manage health & safety risks;
and

* Monitor, communicate and review our health & safety policy and
performance, and involve staff participation for continual improvement.

HCSTRY
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Environmental Policy

 HKSTP aspires to a leadership role in promoting environmental
stewardship. As a responsible corporate citizen, we commit to
resource conservation, waste reduction, pollution prevention and
climate change mitigation by:

* Adopting a systematic approach to manage the impacts of our
activities and facilities;

 Embracing innovative, cost-effective technologies and best-
practices towards continual improvement;

* Fostering an environmentally responsible working culture across
all levels of staff;

 Making partner companies, suppliers and contractors aware of
our environmental standards and engaging their participation;

e Fulfilling our compliance obligations, and communicating our
performance to stakeholders.

. H(STlsf
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Yours Obligations (Legal Requirements)

Factories and Industrial Undertakings Ordinance and Its
Regulations (Cap 59)

« Since 1950s
* Apply to industrial undertakings

(e.g. factories, construction sites, ship yards and container
terminals, etc.)

Occupational Safety and Health Ordinance and Its Regulations
(Cap 509)

« Since 1997
* Apply to almost all workplaces
— Industrial

— Non-industrial (e.g. offices, laboratories, etc.)

« Under this ordinance, everyone has a role to play in creating
a safe and healthy workplace




Yours Obligations (Legal Requirements)

Duties of Employers (Sec. 6), so far as reasonably practicable:

1) providing and maintaining plant and systems of work that are safe and without
risks to health;

2) Making arrangements for ensuring safety and absence of risks to health in
connection with the use, handling, storage or transport of plant or substances;

3) providing information, instruction, training and supervision as may be necessary to
ensure the safety and health at work of the employees;

4) providing or maintaining means of access to and egress from the workplace under
the employer’s control that are safe and without risks to health;

5) maintaining the workplace under the employer’s control in a condition that is safe
and without risks to health; and

6) providing or maintaining a working environment for the employees that is safe and
without risks to health

HCSTRT
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Yours Obligations (Legal Requirements)

Duties of Employees (Sec. 8), so far as reasonably practicable:

a) take care for the safety and health of persons (including himself / herself) who are
at the workplace and who may be affected by his/her acts or omissions at work; and

b) co-operate with the employer or other person so far as may be necessary to enable
the statutory requirement (imposed in the interests of safety or health on the
employee's employer or any other person) to be complied with.

Duty of Occupier (Sec. 7):

« Ensure that the premises, the means of access to and egress from
premises, and any plant or substances kept at the premises are, so far as
reasonably practicable, safe and without risks to health.

HCSTRT
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Yours Obllgatlons (Legal Requirements)

You have a legal duty to take As well as those who may
reasonable care of your health, be affected by your
safety and welfare activities




Part 2 - SHE Management @ HKSTP

* Organization
* Requirements & guidelines
* Objectives & targets
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Organization — Sub-Committee Group Structure

* A SHE Sub-Committee is formed to enhance health and safety
compliance across HKSTP

* Members from different department are invited to join the
meeting and discussion

SHE Sub-Committee (General) Safety Sub-Committee (Laboratory)

Chairman: Director- SHE Chairman: Director- SHE
Target Member Target Member
SHE Operation Services SHE CEM
Clusters & Platforms CFM (SP, InnoCentre, Commercial Laboratory
(EE/ICT, BMT) SPX) Safety Coordinator (EE/
. Laboratory Safety ICT)
HR & OA Leasing Coordinator (BMT)
Industrial Estate Incubation Laboratory Laboratory Safety Coordina
Project Development  Marketing (Event) Safety Coordinator (GT  tor (RCC)

and MPE)
- H(STP!i
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Requirements & Guidelines

SHE Handbook

* The preparation of this SHE handbook is to clearly communicate HKSTP’s
SHE requirement and expectations to all tenants, incubatees and
contractors.

* Project owner shall distribute the handbook to their contractor and ensure
they understand the HKSTP’s SHE requirements.
e Communication channel
— Internal: eDMS (http://edms.hkstp.org/sus wiki/SHE HANDBOOK.aspx)
External: PartnersConnect Portal (https://partners.hkstp.org), HCSTP
Internal/External: SHE Office Website (https://ehs.hkstp.org)

SHE Offife - Docs

(® new docfiment

AllPages  (3)fManual (b) Procedure == Find a file ,0|

v Name Description Version Effective Date

4 Document fype : (a) Manual (1)

lApprov&atus : Approved (1)

I SHE_HANDBOOK s HKSTP SHE Handbook 2.0 29/12/2020 I

Best Browsing Envirerment
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http://edms.hkstp.org/sus_wiki/SHE_HANDBOOK.aspx
https://partners.hkstp.org/
https://ehs.hkstp.org/

Requirements & Guidelines

Risk Assessment

* The purpose of risk assessment is to identify hazards and risk factors that have
the potential to cause harm and implement proper control measures to
manage the occupational safety and health in the workplace.

* Arisk assessment report prepared by SHE Office can be found in the O:Drive
which covers general office and site operation of HKSTP staff:

O:\SHE Office\Risk Assessment Report v202101.pdf

<§I

In-house Rules and Requirements

* Person in charge of office and co-working facilities who may develop SHE
related rules and requirements as their own in-house rules should seek advice

from SHE Office for document revision.
HKSTPY
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file://filesrv1/bulletin/SHE Office/Risk Assessment Report v202101.pdf

Requirements & guidelines — Control of
Contractor

Should adopt the following measures to control the
safety performance of a contractor:

 The contractor should be required to provide written
method statements & risk assessment before carrying
out any high risk work e.g. working at height

* The contractor should be required to report all injury
and serious incident

* The proprietor should inspect his contractor’s activities
at regular intervals

* The contractor shall not use wooden ladder in HKSTP
premises

HCSTRT
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Objectives & Targets

OH & S Management Annual Objectives:

Maintain a safe working environment in HKSTP by
conducting safety inspections to cover all HKSTP offices and
co-working facilities within a fiscal year

Ensure all new HKSTP employees are equipped with SHE
knowledge and awareness with delivery of SHE Induction
Training

Arrange regular SHE promotion including SHE seminars
within a fiscal year

Implement DSE assessment program for all valid DSE users
@HKSTP

Evaluate the effectiveness of OHSMS in HKSTP by
conducting annual SHE internal audit

HCSTRY
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Part 3 — Some Key Issues

e Basic office safety (DSE & MHO)

e Common accidents & incidents and how to
report them

* Environmental protection
* Emergency preparedness & response

HCSTRT
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Manual Handling Operations

1 Ptk e4 2 SR AR 014
- RE—BEZ28
WA T EVAWIE
First, come close to the
heavy object you want
to move. Stand firmly
with feet apart over the
object.

2 N WmERE A X - WAL
HE SRR
Crouch down with your feet
slightly apart and keep your
back straight. Bend your
knees.

B - RAEEF -

Hold the object tightly to prevent it
from slipping off.

4 R4 - IEERIYAR A BN R A -
Take a breath. Inflated lungs help
support your spine.

R ZB EY - 1@1@s5ETER - 6§
RIEE% - BRAZ 283 -

Lift the object up using leqg power.
Straighten your legs slowly. Then
return to the standing posture.

VA LG 2 A5 SIS -
Hold tightly the object close
to your bodly.

7 A% - BHEARE - 1
MEZE - PIREREE -
7~ oI BB -
Lift it up smoothly and
slowly. Use your feet
instead of waist to turn
around.




Case Sharing — Injury Incident that happened at an
exhibition venue

A staff sought help to move the furniture
from the venue customer service but was
declined, In order to be ready for the
booth opening the following day, the
Injured relocated the cabinets by himself
and strained his left shoulder during the
process.

The venue management in Barcelona did S«
not provide manpower resources for the ‘
safe lifting and placement of furniture
during the booth set-up (even though
HKSTP had placed order for such

resources before the event).




Ergonomics & Display Screen Equipment

Look down on ] Comfortable

Display screen
at about right
angle to liine
of sight

display screen viewing distance
by about 10"~ 20° of 35 ~ 60cm

p
Forearm at about

right angle to upper
arm

' ~\
Adjustable document
L holder if required

s ™\
Display screen with

adjustable tilt and
rotation
L

p
Back kept straight
resting on backrest

- J

S

-
Backrest with —_—

adjustable height Adequate
and tilt desktop
- space
—

'SR
Armrests preferably Adjustable

with adjustable table height
kheight and rotation preferable
| S

\
Wrists kept straight
or at most slightly
inclined

[ Revolving seat J

. ) Stable base Firm footrest
[Adjustable seat helghtJ [With 5 castorsJ [I'f required ] [ Adequate leg room ]

B} H(STF‘*{




Safety Tips on Using Notebook Computer

« Connect external monitor to laptop for extending
the height of the monitor screen (for better
monitor to user’s eye-level match)

« Connect external input devices, e.g. keyboard
and mouse to computer (for better keyboard /
mouse to user’s elbow-level match)

E
8
L’.-

- H(STFt'{



Incident & Accident Review — HKSTP
Staff

Affected Party
in HKSTP & InnoCentre - HKSTP Staff (Calendar

Year)
3
3
2 2
2
1 1

| I I I
0

2015 2016 2017 2018 2019 2020 2021

Case Study:
Staff of HKSTP, fell down near the main
entrance of 1E. His right knee was injured.

(Remarks: FMO conducted inspection
immediately and lift lobby at G/F was dry with
sufficient lighting)




Incident & Accident Review — FMO & Contractors

Affected Party

in HKSTP & InnoCentre - FMO & Contractor
(Calendar Year)

18
16

16
15 15
12
10 9
7
6
0

(o]

o N b

2015 2016 2017 2018 2019 2020 2021
Case Study:
A worker fell from the glass canopy of the bus
station.

The injured was sent to Prince of Wales
Hospital and taken operation for right elbow.

Page 25



Incident & Accident Review — HKSTP Contractor &
Subcontractor

Affected Party

in HKSTP & InnoCentre - HKSTP Contractor &
Subcontractors (Calendar Year)

3

0

2015 2016 2017 2018 2019 2020 2021

Case Study:

A worker was injured when fell from working
platform. The injured was sent to Prince of
Wales Hospital by ambulance.

Page 26



Incident & Accident Review — Users & Visitors

Affected Party
in HKSTP & InnoCentre - Users & Visitors
(Calendar Year)
30
25
25 24
20 5 y 16
15 11
| I I I I 9
0 |

2015 2016 2017 2018 2019 2020 2021

o

(6]

Case Study:
A visitor fell down at the entrance of car park
lift lobby. His left ankle was injured

The largest number of injury case at the
Science Park in 2020: Users & Visitors
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Incident & Accident Review

Analysed by Type of Injury in HKSTP & InnoCentre (Calendar Year)

25 23
50 19
1
1
15 3
10 9
7
4 4 4

5 3 3 333 3 3

12|12 ' || 1I2 II22 1 1 11 III 11 1 2 2., 7 1 22 1 11
o alll ol i s o L. A | PR | h . ..

Injured  Slip, trip  Fall of  Striking  Striking Stepping Stuck by  Traffic Injured by Injured by Pinched Sprain of Personal Chemical Laceration Foreign  Others

whilst or fall person  against against by on object moving or Accident handtool animal body parts health exposure andcut objectin
lifting or from fixed or  moving falling case the eye
carrying height stationary object object
object

H2015 m2016 m2017 m2018 w2019 w2020 m2021

The most frequent type of
injury case that occurs at
the Science Park: Slip, Trip

or Fall . H(STP‘{
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Reporting Incident & Accident

* HKSTP Staff — notify HR & his / her direct
supervisor

* Any incident in Common area — alert FMO
(2639 8008)

* |f serious, call 999!

ST
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Environmental Protection — Green Features in

Solar Tube

Lift group selective control
> \

Natural Ventilated & Daylit

Carpark. T

HHH E

sainwater haryesting Cycling Facilities |/ /| EV charging (all 350 spaces)

1,200m3 condensate’/




Environmental Protection
e Automatic Refuse Collection System (ARCs)

— Refuse manually loaded through indoor refuse
disposal inlet at each floor

— Refuse accumulated in the gravity refuse chute at
each block

— Refuse conveyed by underground suction pipes to
the central refuse collection station




Environment Protection- Where to recycle
Near cargo lift or fireman’s lift

CEO Office Operation

Safety Office

oL 3t 4

i

S
| 2]
o ~ [Camaicis)| T - B j/’{ i
IE STORE[T5.3m5_ - 1]

Leasing

.
= g—— i
304

I =2

FLOSTORE oo =
RGES] =

AHURM. 71

| P W |

iél;smau:uw. \\ I.’/
- " X

G S L4

A5
FIREMAN'
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Environment Protection- Where to recycle
* Pantry

T ]
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Where to recycle

HEE DS Tolo Highway

Rechargeable battery collection container in
Core Building 1 (1E), Enterprise place (5W),
Building 5E, Lakeside 1 (8W) and Building 12W
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Where to recycle

7 Reverse Vending
Machines for collection of
recycled items

* E-voucher will be rewarded
after recycling certain
numbers of recycled items;

e Soft drinks, plastic bottles,
aluminum cans or carton
boxes are welcome!

—— T

ksi kK ok
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Indoor Air Quality (IAQ) - HKSTP

 Annual assessment is carried out by accredited IAQ
Certificate Issue Body to monitor the indoor air

quality in HKSTP building.

e Certificate will be issued if condition is met.

Building

1E & 1W

Excellent Class

Good Class

Page 3

2W
5E
6E
oW
11W
12E
18E

15W
20E

2E
3E
5W
8W
10W
12W
16E

6W
16W
22E

Indoor Air Quality [osme
Certificate » iAll 3
ZhERERRERE IS

r Air Quality Obje l'
EFE " lﬁ AR W SRR -

i Hong K ng 17W & 19W
Name of building
kP - ?mﬂ*iim 7w 1gw )gm
Address a




s
Emergency Preparedness

Emergency Drill

- Reqgular emergency drill is arranged by Facility Management Office to ensure all
HKSTP users are familiar with the emergency evacuation procedure.

l
:
4
]\

g7

First Aid equipment and Certified First Aiders

- First aid equipment is provided on each floor with name of certified first aiders.

1 i




Emergency Evacuation Procedures

When you hear the emergency alarm bell or the broadcast message regarding
any emergency:

 Keep Calm

e Stop using the telephone lines for emergency

* Switch off electrical appliances if possible

e |f time permits, pick up your important personnel belongings

* Follow the instructions of the Fire marshal, go to the nearest exit door and
evacuate through the escape route to the designated Emergency
Assembly Area. WALK, DON’T RUN

* DON’T USE THE LIFT

* Report to the Fire Marshal and Stay in the Designated Assembly Area for
further instructions

* Do not attempt any re-entry to your office premises until instruction has
been given by the Facility Management Office / Fire Marshal

HCSTRT
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Emergency escape routes

Emergency Escape Plan
ICT Co-working Centre Unit111-113, SW
* The emergency
escape route is P
displayed in the e
following areas:
*  Pantry
* EXit door DNA Road outside 8W
* Printing
Room
Legend: Ve

You are Here First Aid Box Fire Extinguisher Escape Route
Updatedon 20 Aug 2018
Page 39



Assembly Point — HKSTP

Y

HRE S Tolo Highway
WHER chong 5an Road

T RESPINE

B ‘ 8w ThquPJ:iare 10W ]

5W 6 N

XMW Scence Park East Avenue

V2] URSH  suns
Harbour View
12E square 20E
Building Assembly Point
BEB 36

pEy Ul o HE S

Grand Plaza

22E

=]

Open area outside Bio-Informatics Centre

2WIEFTH &

AR —FE5515
Open Area beside Core Building 1

SRS

Open Area beside Enterprise Place

%ggﬁ%j\% h < - '.A ( : ; 7.7 »
Open Area near the Forum e
| HKSTPYL

@R A Tolo Harbour Cycling Track / 55 & #3 B8 Pak shek Kok Promende
B 3 Tolo Pgrbour
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Assembly Point — InnoCentre

* Open area at right side of building entrance

HCSTRT
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Laboratory General Emergency Procedure

Inform staffs / colleagues to evacuate lab premises

!

Activate HKSTP Emergency Call Button (located near entrance)

!

Activate Emergency Ventilation (in cases of chemical spillage or gas leakage)

!

Leave the lab immediately and call 2639 8008 to report the incident

|

Report to the FMO customer front desk on G/F

!

Assemble in a safe area as instructed by FMO staff to provide information and
assistance to responder

} H(STP“f
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e
HKSTP Emergency Contact

 HKSTP Facilities Management Office (Urban) — 2639 8008

* InnoCentre Facilities Management Office (ISS) — 2778
7061

 HKSTP Laboratory Facilities Management Service Centre
(HKO) — 2639 8739

e 17W 19W laboratory Facilities Management Service
Centre (MGI) — 2639 8827

HCSTRT
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