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Minor Works and Signboard
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Control Section Manual Part [ Section 5 nstruction

Procedures for Audit of Submissions
Background

The Minor Works Control System (MWCS) is a self regulatory system. Non-ORS
will be selected at random for audit to ensure that they generally comply with the provisions of
the Buildings Ordinance (BO) and its subsidiary regulations, and deter abuse of the MWCS by
the Prescribed Building Professional (PBP)/Prescribed Registered Contractor (PRC). For cases
with irregularities found during audit, appropriate warning, enforcement, prosecution and
disciplinary actions should be considered. Audit comprises Audit Fundamental Check (AFC)
and Site Audit Check (SAC). The AFC focuses on procedural compliance of Building (Minor
Works) Regulation [B(MW)R] while the SAC focuses on building safety and compliance with
the BO. Both AFC and SAC will be carried out by the Minor Works and Signboard Control
Section (MW&SCS). The detailed procedures of AFC and SAC are given in the flow chart in
Appendix A.

Selection for Audit

2. Upon receipt, submitted Form MWO01, 03, 05 & 06 will be selected randomly by the
computer system for audit check. Submissions related to statutory order / notice / direction will
be excluded from the audit selection. Once the Form MWO01 or MWO03 is selected for audit, its
corresponding Form MWO02 or MWO04, when submitted, will be assigned as audit cases

automatically.

3 If situation requires, e.g. cases related to reported cases or sensitive issues, SPO may
manually select the corresponding submissions for audit.

Full Data Entry in Processing & Enquiry Module (PEM)
4. Clerical staff will enter and scan all information into the PEM for submissions
selected for audit. This should be done within 7 working days from the date of receipt of

submission so that the Technical Officer(TO)/Survey Officer(SO)/Case Officer/Senior
Professional Officer(SPO) in the MW&SCS can process the audit selected submissions.

Referral of Site Supervision Plan (SSP) to the Site Monitoring Unit Section (SMS)

5. For an audit-selected submission under notification of commencement of Class I

EEBWENT FXHABEXL -
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MW (Form MWO01) requiring SSP as stipulated by the technical memorandum, the SSP and the
related documents will be referred to the SMS through email for audit check within 7 working
days from the receipt of the submission. If the SSP is required but not submitted together with
the MW submission, after verification by SPO, it will be considered as an irregularity under the

audit check system.

Audit Fundamental Check (AFC)

6. The submissions are allocated to SO/TO in the MW&SCS in a sequential order. They

shall:

(a) check if the submitted information is complete, e.g. the fields in the form,
plans and photos etc.;

(b) if applicable, check the history of the submission (related submissions
processed previously and the corresponding reply letters);

(c) check consistency of address and works specified in the form and those on
the plans and photos;

(d) check the works specified in the submissions are in compliance with the
detailed descriptions as stipulated in Schedule 1 & 3 of the B(IMW)R;

(e) verify if the administrative procedures of the submission comply with the
B(MW)R;

(63) check whether the structural calculation is provided for Class [ MW

(reference should be made to Appendix B for the list of MW items for which
structural calculation is required);
(2) make recommendation to Case Officer.

78 Upon completion of checking by SO/TO in the MW&SCS (and SPO in para 5 if
appropriate), the submission will be allocated to the Case Officers in the MW&SCS in a
sequential order. The Case Officers shall vet the submissions further and record the findings in
the computer system.

Site Audit Check (SAC)

8. SAC aims at ensuring that the works specified in the Minor Works Specified Form
and the works carried out comply generally with the BO and its subsidiary legislation. The
standard of SAC should in principle be the same as the current "approval and consent" system
and in accordance with BD Instruction 6.8.
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0. SAC would not be carried out on submissions related to demolition, general building
repair, excavation and Class III A/C supporting frame. Reference should be made to Appendix
C for more details. A certain percentage of other submissions will be selected randomly for
SAC. Depending on the resources strength, this percentage will be reviewed periodically.

10. The Case Officers will carry out desk study before site inspection on submission
selected for SAC. During site inspection, sufficient information and photos should be taken for
record. The SAC should be carried out within 60 calendar days from the receipt of submission
and the result should be recorded in the computer system in the form of a checklist and report as

shown in Appendix D.

Pre-commencement Site Audit Check (PSAC) of Class I/II Minor Works

11. PSAC is a kind of SAC which only focuses on “7-day-notification”. Under s30 & s33
of BIMW)R, a notification in the specified form should be submitted to the Building Authority
(BA) not less than 7 days before the commencement of any class I & Class II minor works. To
ensure that the commencement of minor works do not contravene these regulations, it is
necessary to carry out PSAC to check whether the works have been commenced within 7 days
from the date of receipt of minor works submissions (Day 7). The PSAC will be conducted by
the Minor Works Unit (MWU).

12. A certain percentage of the submissions for notification of commencement (Form
MWO01 & MWO03) which have been selected for audit check will be further selected randomly
for PSAC. The cases will be allocated to the Case Officers in the MWU in a sequential order.

13. The principle of PSAC should be similar to SAC as mentioned in para. 8 to para.
10.

Long Outstanding Certificate of Completion for Class I/II Minor Works

14. Under s31, 532, s34 & s35 of B(MW)R, a certificate in the specified form should be
submitted to the BA within 14 days after the date of completion of any class I & Class II minor
works. To ensure that the completion of minor works do not contravene these regulations, it is
necessary to carry out audit check on suspected cases where their certificates of completion are
outstanding for a long period of time after their notification of commencement of works
submitted to BD.

5 To screen out the suspected cases, a report will be generated regularly listing out all
the cases with completion still outstanding 6 months after the submission of notification of
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commencement. A letter will be issued to the PBP/PRC concerned to remind them to submit

the notification of completion.

16. If no action is taken by the PBP/PRC concerned in 14 days, the cases involved will
be selected randomly for audit check at a certain percentage. The principle of audit should be
similar to AFC and SAC as mentioned in para. 6 to para. 10.

Follow-up Action for AFC & SAC

17. The MW&SCS will carry out AFC and SAC/PSAC (if applicable) for the
submissions selected for audit. The Case Officers will compile the audit findings, record the
details on the computer system and make recommendation to SPO on the following actions

where appropriate:

(a) to notify the PBP/PRC/PAW the irregularities found in the audit checks by
issuing an advisory letter (Appendix E);

(b) to issue warning letter (Appendix F) if the irregularities are not rectified
after issuing of advisory letter;
(c) to refer the case to EBD for enforcement action;
@ to refer the case to LSS for prosecution / disciplinary action;
Firstissue  : January 2015
Index under : Minor Works Submissions
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Audit Procedure for MW/VS Submission

Appendix A

Submission selected for audit

AFC in order?

SAC in order?

A

Issue Advisory Letter &
request for rectification

a

Irregularities rectified?

1. Issue Waming Letter

2. Refer to LSS for prosecution/disciplinary
action ns necessary

3. Refer to EBD/MBID for enforcement
aclion as necessary

v

Audil completed with result
< refusal >

r

Audit completed with result
< acknowledgement >

Legend
<XXXX> - PEM command
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Appendix B

ab uirin alculation under B 7
MW Item Works Description Ne"wAX:'l;sAgN) Remark
1.1 Erection or alteration of any internal staircase NorA
1.2 Formation of any opening in a slab A
Building works associated with the installation or alteration of any
1.3 P NorA
service lift
14 Building works associated with the installation or alteration of any Nork
Removal O.r Py REALLE BT, f’or n air-conditioning m:ul. The removal of loading on cantilever slab may affect the back-
15 water cooling tower, solar water heating system or photovoltaic
; span structure
system located on a cantilevered slab
1.6 Alteration or removal of any protective barrier A
1.7 Erection or alteration of any solid fence wall NorA
1.8 Erection or alteration of any external mesh fence NorA
LI Construction or alteration of any spread footing associated with the NafA
E carrying out of any other minor works or designated exempled
According to APP-57, ELS plans will be required for excavation
works:
. i y . (a) deeper than 2.5m and greater than 5m in length; and
112 E:_ccavauon‘\vorks afsocualcd willi e carr’ymg A ety (b) liable to affect any road, building, structure, slope steeper than
minor works or designated exempled works 30 degree or water main 7Smm diameter or greater, the affected
area being defined as within the 45 degree line up from the base of
the excavation to the ground surgace
Erection or alteration of any supporting structure for an anlenna or
1.13 7 o NorA
transceiver on the roof of a building
Erection or alteration of any supporting structure for a radio base
1.14  |station solely for telecommunications services in the form of an NorA
uipment cabinet on the roof of a buildin;
115 |Erection. alteration or removal of any extemal reinforced concrete NorA
: Structural calculation is required if the repair works involve the
L17  |Repair of any structural elements redistribution of stress in the structural element
Erection or alteration of any supporting structure for a solar water
1.18 ; NorA
heating system on-grade or on a slab
Erection or alteration of any supporting structure for a photovoltaic
1.19 NorA
system on-grade or on a slab
1.20 _ |Erection or alteration of any projecting signboard NorA
1.21 _ |Erection or alteration of any sipnboard on the roof of a building NorA
1.22 __ |Erection or alteration of any wall signboard NorA
1.23 _ |Erection or alteration of any outdoor signboard fixed on-grade NorA
1.25 _ |Repair of any underground drain Associated with 1.12 (Excavation)
1.26 __|Addition or alteration of any underground drain Nor A Associated with 1.12 (Excavation)
27 Erection, alteration or removal of any canopy projecting from the NorA The removal of canopy may also need calculation if it affects the
j external wall back-span structure
Erection, alteration or removal of any metal supporting frame for an Cases for erection and alteration require calculation, but case for
1.28  |air-conditioning unit or any associated air ducts projecting from the NorA removal may not require calculation, depending on its effect on
external wall parent structure
Erection or alteration of any supporting structure for an air-
1.29  |conditioning unit, water cooling tower or any associated air ducts on- NorA
Lgmde or on aslab
1.31 Eﬁ":?ﬂ:ﬁ?&; removal of any panel fixed by metal dowels and N Cases for repair or removal may not require calculation
132 |Removal of sny internal sisircass May require calculation depending on the effects of the works on
parent structure
133 |Building works associaled with the removal of any service lift May require calculation depending on the effects of the works on
parent structure
134 Building works associated with the removal of any stairlift or lifting May require calculation depending on the effects of the works on
platform parent structure
136 |Removal of any underground drain Associated with 1.12 (Excavation)
141 Erection of any non-load bearing block wall, laying of any solid N Erection or alteration of any aboveground drain only may not
floor screeding, or erection or alteration of any aboveground drain require calculation
143 |Erection of any non-load bearing block wall in a flat N
1.44 _ [Thickening of any floor slab in a flat by laving solid screeding N
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Minor Works Item for Site Audit Check (SAC)

Appendix C

Class 1 Class 2 Class 3
*Erection/ *Erection/ *Erection/
Installation/ *Alteration/ Installation/ *Alteration/ Installation/ *Alteration/
MW Construction/ | Strengthening/ MW Construction/ | Strengthening/ MW Construction/ | Strengthening/
, Addition/ Formation/ Addition/ Formation/ . Addition/ Formation/
s Laying/ Replacement/ e Laying/ Replacement/ " Laying/ Replacement/
Thickening Reinstatement Thickening Reinstatement Thickening Reinstatement
1:4 M M 21 - M 34 - -
1.2 - M 2.2 - - 3.2 - -
1.3 M M 2.3 - M 3.3 - M
1.4 M M 2.4 - - 3.4 - -
1.5 - - 25 - M 3.5 - -
1.6 - M 2.6 M M 3.6 M M
1.7 M M 2.7 M M 3.7 - B
1.8 M M 2.8 M M 3.8 - -
1.9 - - 2.9 - - 3.9 M M
1.10 - - 2.10 M M 3.10 - -
1.11 M M 2.11 - - 3.11 M M
1.12 - - 2,12 - - 3.12 - -
1.13 M M 213 M M 343 M M
1.14 M M 2.14 M M 3.14 M M
1.15 M M 2.15 - - 3.15 M M
1.16 M M 2.16 M M 3.16 S S
1.17 - - 217 - - 3.17 S S
1.18 M M 2,18 S S 3.18 - -
119 M M 219 S S 3.19 - B
1.20 S S 2.20 S S 3.20 - -
1.21 S ] 2.21 S S 3.21 - -
1.22 S S 2.22 S S 3.22 - -
1.23 S S 2.23 - S 3.23 M M
1.24 - - 2.24 - - 3.24 - -
1.25 - - 2.25 - - 3.25 M M
1.26 M M 2.26 - - 3.26 - -
1.27 M M 2.27 - - 3.27 - -
1.28 M M 2.28 - - 3.28 - -
1.29 M M 2.29 M M 3.29 M M
1.30 - - 2.30 M 1] 3.30 - -
1.31 M - 2.31 - - 3.3 M M
132 - - 2.32 - - 3.32 - -
1.33 - - 2.33 M 3.33 - -
1.34 - - 2.34 - - 3.34 - M
1.35 - M 2.35 - M 3.35 - M
1.36 - - 2.36 - B 3.36 - M
1.37 - - 2.37 - - 3.37 - M
1.38 - - 2.38 - - 3.38 - M
1.39 - - 2.39 - - 3.39 M
1.40 - - 2.40 - - 3.40 M
1.41 M - 3.41 M
1.42 - M 3.42 M
1.43 M -
1.44 M -
Notes:

1) "-" - SAC is not required.
2) M - MWU to carry out SAC
3) S - SBCU to carry out SAC
4) SAC for the works involving general building repair, excavation, demolition & Class Ill a/c supporting frame
are not required.
5) * Terminology corresponds to relevant items in B(MW)R.
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Checklist for Minor Works Submission

[Please tick in the appropriate box(es).]

MW Submission No. : MW|1| L] |@ fl( )

Date of Inspection:

Part |

1. Desk Study

a. Works specified in the submissions covered by correct Minor Works

b.Works specified in conformity with the last site Inspection record in
EB file ?

2. Site Inspection — Inspection Report @ f{ )

( (Applicable to non-ORS for Notice of Commencement only)

a. Works specified compatible with site condition ?

b.Adequate precautionary measures provided on site ?

¢. No obvious contravention of BO/Sub-Leg arising from the proposed
- works ?

[ (Applicable to Certificate of Completion)

d.Completed works on site is in conformity with the submission ?

@‘ e.No material deviation from submission for commencement ?

f. No contravention of BO/Sub-Leg caused by the completed works
- amounting to imminent danger or health hazard?
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Appendix

O

O Commencement —'®

~@

O Completion

Y N NA
O O O
(] O O
O O O
O a O
O O Il
o] O O
a O O
O O O

T

O For any N, provide details in Part il if necessary




[Pleose tick in the oppropriate box(es).|
Part Il

Details of Irregularities identified

3. Initial Action Taken against irregularities

O N/A

OPBP | [ [ 1] ]| ] Don phone.
Olnform OPRC to rectify irregularities identified on '—-——- W Oby letter @ f( ).
Olrregularities rectified byDPBPDcompletely | ' | ’ | [ | | Lnd verified @ f( Ji

OPRCOpartly dd - mm

4. Follow up Action against Irregularities not rectified

O N/A
(Building Works)

OID - 5.24AA order recommended ONon-ID — advisory letter recommended

OOther Contraventions :

(Other irregularities)
OMW carried out not by the appropriate PBP/PRC

disciplinary action i PBP
EREEIpIRary against the U Recommende
Oprosecution OPRC
OOutstanding irregularities not rectified by the PBP/PRC
odisciplinary action CJPBP
. against the Recommende
Oprosecution OPRC
Inspecting Officer(s): Unit Head’s endorsement & Date:
Signature:
Name:
Rank:
Date:
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Name of building:

Address of building:

INSPECTION REPORT

MW No.:

Date of Inspection:

Refer
Folio

Location of

MW

Description of MW

Photo.
Nos.

Recommendations / Comments
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Photo Record

Photo No.:

Location:

Description:

Photo No.:

Location:

Description:
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