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The Academy Health & Safety Policy (Extract)

1. To comply with all relevant legal requirements.

2. To require the use of such protective clothing and equipment as is necessary to ensure the 
health and safety of its staff, students and contractors at work.

3. To provide health and safety education to students so that students leaving the Academy take 
with them a positive attitude towards health and safety.

4. To implement effective measures to monitor the concerted efforts of all parties concerned to  
ensure the health and safety of staff and students.

5. To seek from staff and students their full co-operation and participation
in all measures taken to ensure their health and safety and the efficient
operations of their environment.
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The General Health & Safety Rules (Extract)

1. Maintain good housekeeping at study areas, workshops and studios.

2. Take care of the health & safety of yourself and other persons.

3. Cooperate with Lecturers to enable health and safety requirements to be complied with.

4. Make use of safety devices, protective guarding; and personal protective equipment when necessary.

5. Report every accidents, incidents and near-miss; also any unsafe acts or unsafe conditions to your immediate Lecturers.

6. Do not operate any plants, machineries and equipment without suitable training or being authorized.
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7. Keep all fire scape routes, fire-fighting equipment, ventilation grills of electrical appliances unobstructed.

8. Think safety first, follow proper manual handling principles and practices at all situations.

9. Smoking is prohibited in the Academy.  Handle and use inflammable / corrosive substances in 
well ventilated area and with care.
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Facilities Services Centre

Bethanie Campus Emergency Facilities
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Definitions:
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HAZARD: A potential source of harm.

HARM: Injury to or death of persons, or damage.

INCIDENT: An unplanned, unexpected event which has the potential to lead

to an accident although may not do so.

ACCIDENT: An incident which results in death, injury loss, or damage.

NEAR-MISS: An incident, which did not show a visible result, but had the potential to do so.

FIRST AID: The skilled application of accepted principles of treatment on the occurrence of
an accident or in the case of sudden illness, using facilities or materials available at the time.

UNSAFE ACTS / CONDITIONS: Actions or conditions that will lead to potential injury, loss
of time, or properly damage.



Common Hazards & Accidents
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Accident / Incident Reporting Mechanism

In case of incident 

Report to 
responsible 

person of Schools 
/ Departments to 

handle
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Contact Facilities Services 
Section (Centre) if any 

assistance in need

In case of accident 

First aid treatment:
 Contact nurse
 Contact physiotherapist
 Contact Centre

Complete Accident Report 
Form and take immediate or 
remedial actions by relevant 

Schools / Departments

Minor cases Major cases

Centre will call for an ambulance

First aid treatment:
 Contact nurse
 Contact physiotherapist
 Contact Centre

If the case is serious 
or required…



Accident Report Form

Complete Part A and submit to 
School / Stage Manager / Facilities 
Services Section for processing Part B

Please ensure all cases are reported 
to relevant parties without delay, 
together with the immediate actions 
taken  (if any) 
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Health, Safety and 
Campus Environment 
Committee Home

Accident Report Form

https://intranet.hkapa.edu/display/hscec/Health%2C+Safety+and+Campus+Environment+Committee+Home


Evacuation & Fire Emergency Plan
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1) If you hear a continuous activation of the fire alarm for over 20 seconds;

2) Quickly check your own work area and adjacent areas for signs of fire;

3) Remain calm. Do not run, use the lifts and escalators; 

4) Leave the building by the nearest exit in an orderly manner;

5) Follow the instructions given by Fire Service Department (FSD) officers / Facilities Services 
Centre staff (Centre) / Lecturers / personnel who wear reflective vests (Safety Marshal);

6) Assemble in Muster Points or other specified location for roll call;

7) Do not re-enter the buildings unless and until advised by FSD officers / Centre / Safety 
Marshal that it is safe to do so

1) If you discover a fire;

2) Dial 999 to alert FSD and contact Centre;

3) Sound the fire alarm of the nearest break glass;

4) May try to extinguish the fire by appropriate 
equipment near the scene;

5) Leave the scene immediately when the fire is 
out of control.



Wanchai Campus Muster Point
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Mind the Gloucester Road side



Bethanie Campus Muster Point
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Door Lock System 



Door Lock System 
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Case Study

Flooding due to Activation of 

Hidden Fire Sprinkler
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A cover plate is soldered to the sprinkler’s 
special upper support assembly

Concealed Pendent Sprinkler
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Safety Warning Notice
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Attention

For emergency inquiry, please

contact Facilities Services Section

(2584 8602-Wan Chai campus)

(2584 8899-Bethanie campus) 
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The Academy Health & Safety Information

1) HKAPA Intranet 

 Student Handbook (of Academic Services Office)

 Health, Safety and Campus Environment Committee Home

 Student Affairs Office Home

2) Consult Lecturers / Student Affairs Office / Safety Officer

3) Contact Facilities Services Centre
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https://intranet.hkapa.edu/display/ra/Student+Handbook
https://intranet.hkapa.edu/display/hscec/Health%2C+Safety+and+Campus+Environment+Committee+Home
https://intranet.hkapa.edu/display/SAO/Student+Affairs+Office+Home



