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Safety Induction Checklist

SAFETY INDUCTION CHECKLIST (ABCT HS09/15)

1 Health and Safety Policy of the University [htto://www.polyu.edu.hk/hseo/our-office/major-
policy-statements] and the Department [http.//www.polyu.edu.hk/abct/en/research-
heaith and safety.ph

1 Health and safety responsibilities of employees/research students

1 _Possible assistance from Departmental Health and Safety Officer
1 General safety rules of the University and the Department, e_g. University Health & Safety Guide
[https://www2.polyu.edu.hk/hseo/heaith-safety-guide.php] and Departmental Safety Procedures
http//www.polyu.edu.hk/abct/en/research-heaith and safety.ph)

1 Specific safety rules applicable to the Department (including special clean-up procedures for
chemical spillage, biological spillage, etc. and the rationale behind the procedure)

1 Department tour and facilities introduction (discuss potential hazards)

1 Proper procedures in the event of an injury (including accident reporting procedures)

1 Proper procedures in the event of a non-injurious accident

1 Location of first aid facilities and related personnel, such as first aid box, eye wash, emergency
shower, UHS and first aider

1 Location of emergency facilities, such as fire extinguishers, fire hose, fire exit(s),emergency
telephone

1 Personal protective equipment (PPE) required/will be issued:

1 Procedures for obtaining, cleaning, repairing, replacing, keeping personal protective i 1t

1 PolyU emergency number - Campus Security Control Room Emergency Line - Ext. 7999

1 Mandatory Health & Safety Training required for the employee:

Please ask the New employee to make use of on-line training and register with HSEQ on-line

[:|General Laboratory Safety [:‘Radiation Safety (Irradiating Apparatus)
DBioIogic_al Safety DRadiation Safety (Radioactive Substances
Dchemical Safety DLaser Safety

DAnimaI Lab Safety DOthers:

1 Risk assessment for Display Screen Equipment User required (for DSE frequent
users) [https://www2. polyu.edu.hk/PolyU/hso/pubdoc/hsoform/hseform26.pdf]

Name of Employee/Student: Induction carried out by:

Post: Post:

Staff/Student 1.D.: Signature:

Contact Tel.: Date:

E-mail: Signature of Secretary-to-Head:
Date: Date:

Name of Supervisor:

Q I'HE HONG KONG
Qb POLYTECHNIC UNIVERSITY
b 75 Tl T AR



Health, Safety and Environment Office
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Health and Safety Policy of the University

Major Policy Statements

. It is the policy of the University to ensure, as far as is reasonably practicable, the health and safety of all its staff at
work, of students in the course of study and of the general public using University premises. The measures taken
as part of this commitment are designed to achieve high health and safety standards over and above compliance
with relevant statutory requirements.

. More specifically, and within the general policy stated above, it is the University's intention to:
—  provide and maintain plants and systems of work that are safe and without risks to health;
— identify any hazards that may exist in the University's activities, eliminate these wherever possible and devise procedures to
minimise the risks to health and safety that may arise;

—  provide and maintain premises and working environments for all staff and students, including means of access to and egress
from such places, that are safe and without risks to health;

— require the use of such protective clothing and equipment as is necessary to ensure the health and safety of its staff and
students;

—  provide such information, instruction, training and supervision as are necessary to ensure the health and safety of its staff and
students;

—  provide health and safety education to students so that they leave the University with a positive and responsible attitude
towards such matters;

— conduct University activities in such a way as to ensure that members of the public are not exposed to risks to their health and
safety;

— implement effective measures to monitor the concerted efforts of all parties concerned to ensure the health and safety of staff
and students as well as of the general public using University premises; and

— take any other actions that may be considered necessary in the interests of health and safety.

. All responsible personnel, including staff, students, and contractors, are required to support and actively
participate in the implementing of this Policy.

. http://www.polyu.edu.hk/hseo/web/our-office/major-policy-statements
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General safety rules of the University
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Introduction E
HSEO Form
Part I The Hong Kong Polytechnic University A100 Oct 2011
- H P rsion 7
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Pol n | H f nd Environm | Comm A101 Jul 2004
Other Publications (Version 1)
Pol | f n A102 Jul 2004
Lesson Learnt Eire Safety Policy (Version 1) A103 Jul 2004
n n Safety Man Policy (V n Al104 Jul 2004
The Hong Kong Polvtechnic University A110 Apr 2004
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Health and Safety Training Policy (Version2) A700 Nov 2004
New Emplovee Safety Induction Guideline (Version 2) A710 Oct 2011

https://www2.polyu.edu.hk/hseo/web/health-safety-guide.php
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Health and Safety Policy of the Department

General Policy Statement

* Itisthe policy of the Department to ensure the health and safety of
all its staff, students and members of the general public using the
Department’s premises and facilities, in accordance with the
relevant statutory requirements and the University’s Health and
Safety Policy.

e I|tis also the policy of the Department to provide a good
environment for its staff and students, and to ensure that its
activities are conducted in an environmentally responsible manner,
in accordance with the University Environmental Policy.

Q I'HE HONG KONG
Q POLYTECHNIC UNIVERSITY
&/



Health and safety responsibilities

Academic staff / Teaching assistants / Demonstrators /
Supervisors

It is the responsibility of personnel under this category to:

1.Provide health, safety and environmental information to people under their
supervision;

2.Assess the specific risk(s) of the work or in the areas they are in charge of and to
take necessary means to minimize the risk(s);

3.Conduct regular inspection of the areas under their control and rectify hazardous
situations;

4.Assess health, safety and environmental training needs of those under their
supervision and to arrange for the necessary training;

5.Report all accidents/incidents that happen to students or in areas under their
supervision;

6.Implement a safety system of work;

7.Maintain up-to-date records of documents (e.g. training records, inspection
records, radioisotope usage/stock record) required by legislation and University.

8.Carry out risk assessments and seek safety approval for proposed projects from
HSEO.
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Health and safety responsibilities

Research Assistants / Research Students / Research
Associates / Research Fellows who supervise other
research personnel or undergraduate students

It is the responsibility of personnel under this category to:

1. Provide health, safety and environmental information to people under their
supervision;

2. Assess the specific risks of the work of which they are in charge;

3. Assess health, safety and environmental training needs of those under their
supervision and to arrange for the necessary training;

4. Report accidents, or incidents to their supervisors and the Departmental
Health, Safety and Environmental Officer;

5. Implement a safety system of work.
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Departmental Health and Safety Officer (DHSO)

e Name: Dr. Kenneth Yan
e Office: U003
e Phone number: 3400 8769

* E-mail: kenneth.yan@polyu.edu.hk

Any enquiry about Health and Safety issues in
the Department may be addressed to DHSO




Departmental Safety Procedures

* |n addition to the university safety procedures as stipulated in
the University Health and Safety Guide, staff, visitors, and
students of UCEA are required to follow the following safety
procedures wherever applicable:

— Safety Induction Procedures

— Housekeeping Procedures

— Risk Assessment Procedures

— Health and Safety Training Procedures

— Accident and Incident Reporting Procedures
— Emergency Procedures
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Departmental Emergency Procedures

e Personal injury

e Electric shock

* Fire

* Chemical spillage

* Biological spillage

* Accident /incident reporting
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Code of Practice for Working Alone

* Consult with your Principal Investigator/supervisor if planning to
work alone

http://www.polyu.edu.hk/abct/en/downloads/Code%200f%20Practice%20for%20Working%20Alone-v1.pdf
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Laboratory Safety

e Guidelines for General Laboratory Safety
— https://www?2.polyu.edu.hk/PolyU/hso/pubdoc/safety/pdf/B803v2.pdf

* Guidelines for Laboratory Biological Safety
— https://www2.polyu.edu.hk/PolyU/hso/pubdoc/safety/pdf/B801v2.pdf

* Guidelines for Laboratory Chemical Safety
— https://www2.polyu.edu.hk/PolyU/hso/pubdoc/safety/pdf/B802v1.pdf
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Accident/ Incident Report Form

HSE Form 2 (01/2009)

Q The Hong Kong Polytechnic University
q b Health, Safety and Environment Office

ERETAS
BREZERATER
Accident/Incident Report Form
B BER

Note:  This report form should be completed and sent to the Heakth, Safety and lmmmmﬂi Office m sealed envelop mmudl the Head

of Department within 72 hours of the accidentincident, Please refer 1o A /] 1 o | Procedure
(Section A400, Health and Safety Guide). The mformation provided herem will be uged lcr investigation and compiling
accident statistics.

In case of work-related accident to employee of the University which results in death or partial incapacity, the concemed
department should complete HR Form 67 instead of this form. The HR Form 67 should be filed with the Human Resources
Office immediately after such an accident is known and a copy of the form be sent to the Health, Safety and Environment Office

ER WA ENERTE R WA BRSO TE ¢ LUE SR R EARRR - FREAEAHENRER
SEIZA - P SHITORTWHFET |(PA00 ST - TR BA 2 8E R -
HRARRE TRAR MEGEC S e R TIFED - SRMAMMIMAR N 7R ME FEHR Fom 67+ THEFSENMZLBHE
R -
1. General Information of Acaident. # 43
Date [ &: Time s5fff:
Location of Department in charge
Incident/Accident of the location ?
HRHRS FRERAT AT

I

Nature of Incident: ##i¢%E

Oi. Personal injury i ) s588 Oii. Damage to property/equipment §1718%

0 ii. Spillage of chemicals {15 5@ 0 wv. Fire X%
O v. Incident of significant environmental impact [ Vi Others (Please specify)
REEEOEO K =i (FEEERT)
3. Pe > ote this secti i crsonk. MAWH (SMATEIMILS
Nang 2 ( )  Sex #5791 Age g
English (Sumeme &%) &Y Ciameze O

* Student / Staff / Visitor / Contractor
C BRI RS

Contact Telephone: * Staff' / Student No

DA REES TRLR SRR

Dept/Company 38F9/2 F:

Nature of injury-  * Amputation / bumn / contusion / fracture / laceration / sprain/ others (please specify)
SN U/ AN/ AN TR R/ N / 3068 GRERIfE)

Part of body injured:  * Hand / leg / head / eye / others (please specify)
ba Eiltid v FE SRR G

Name of lunpﬂal /elinic where injured person received medical treatment

PLMPNRAT S
0O University Clime (UHS) 0 Others (Date 5&§: )
AR it

(tobe cont’d B FI0

THE HONG KONG
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FrHER TR

Q{% et St ol Bttt s
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Sick leave recommended: to
SRR E
4, Details on how the accident/damage occurred. Sketch on s te sheet, if applicable

PR EMIENE 0 RN

sas of ac
ERRERE

6. Recommendation for prevention of recurrence

FRANTHIV T
Reported by Endorsed by HoD:
i ( ) AMEEIKE (
Date £#) Date 53
For HSEO Use
Separate investigation report required ONe OYes report no.

* Please delete as appropnate FF@is FaE



Emergency / Safety Facilities

Q THE HONG KONG
Q POLYTECHNIC UNIVERSITY

i vk B TR



Emergency / Safety Facilities

Laboratory

Person-in-charge : Y. K. Au

Major Hazards

Buiteg

Chemicals R
Wihwatee | 6 Oxidizing Chemicals
ARRMGEPE s
32 . Toxic chemicals

No Food Or Drink
finies Famn

S& . Comosive Chemicals (/0\ Flammable
v FUSE P B aacas
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Emergency / Safety Facilities

Personal protective equipment (PPE)
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Emergency / Safety Facilities
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Emergency / Safety Facilities
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Emergency / Safety Facilities
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Emergency / Safety Facilities
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Emergency Ventilation Alarm System

* In case of chemical spillage or other incidents that
require emergency ventilation:

— Press the break-glass unit (labeled with “Emergency Ventilation
System” to activate the Laboratory Emergency Ventilation alarm
System”

— Alert others and evacuate laboratory immediately
— Close the laboratory doors
— Stay at nearly safe area and wait for emergency assistance

« DO NOT use this emergency ventilation system in
case of a fire, spillage of radioactive substance or
biological agents.
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Emergency Ventilation Alarm System
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Emergency Ventilation Alarm System
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Emergency Ventilation Alarm System

EMERGENCY
VENTILATION SYSTEM
X2ERARE E
Y1
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Emergency Ventilation Alarm System
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Emergency Ventilation Alarm System
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PolyU Emergency Number

e Campus Security Control Room
Emergency Line: 2766 7999

* Health, Safety and Environment Office
Information hotline: 3400 8396 (within office hour)

i
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-__________________________________________________
Online Safety Training &

Registration System

* Experiments involving High Power Laser, Irradiation Apparatus
or Radioactive Substances

— Must attend appropriate training and register with HSEO as a
registered user before he/she could start his/her laboratory work.

— For details, please contact Senior Technician / Senior Technical Officer.

 Experiments involving Animals
— Please contact CAF at 3400 8779 for details.
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Safety Database
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Safety Resources

Safety Database safety Data base

Info on Automated External
Defibrillator (AED

» Chemwatch Database
irfo to DHSO (for DHSO only) (Web Access http://jr.chemwatch.net/chemgold3/ )

» Nuclide Safety Data Sheets (NSDS)
Risk Group Classification for Infectious Agents

« Risk Groups Database (American Biological Safety Assocation)
« The Approved List of Biological Agents (HSE, UK)

R https://www?2.polyu.edu.hk/hseo/web/safety-database.php
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Laboratory accident - Lesson Learnt

https://www?2.polyu.edu.hk/hseo/lesson-
learnt.php
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Thank you
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