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Overview

« Guidelines on Completion of
GF527 & GF527A

« Workflow for Submission of
GF527 & GF527A

 Contractor’s Daily Report
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Requirement to submit GF527, GF527A and
pertinent forms on employment statistics to
Census and Statistics Department Units with

copy to HD

« Specification Requirement Clause

PRE.B6.150.B(6d)(xi)

« Internal Instruction (DCM!
« PNRC 62

31)

« ETWB Technical Circulars (Works) No.

3/2003 & 4/2005
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Guidelines on Completion of GF527
for Contractor

1. To use updated standard form GF527
(Rev. 1/2003) — Monthly Return Site
Labour Deployment and Wage Rates for
Construction Works.

2. To submit the completed form to site
supervisory staff within the first four
working days of the succeeding month.
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Guidelines on Completion of GF527
for Contractor (Cont’d)

3. To enter number of workers on each
calendar day. Include workers who
have worked for at least three hours on
that day.

4. To include workers employed by main
contractor and his sub-contractors, but
exclude those NSC (GF527 for NSC to

be submitted separately). :
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Guidelines on Completion of GF527
for Contractor (Cont’d)

5. To enter the total hours of overtime
during the month of the respective trades.

6. To enter daily wage rates which include
basic daily wages plus guaranteed
allowances per day and paid leave.
(Exclude overtime pay and employers’
contributions to MPF) ;
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Guidelines on Completion of GF527
for Contractor (Cont’d)

7. To be responsible for the
accuracy of the data, provide
supporting evidence 1f required
by site supervisory staff.
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Guidelines on Completion of GF527
for Contractor (Cont’d)

8. Trades not considered as construction
workers and not to be entered in GF527:

e (Contract car drivers
e (Office attendants

e Amahs
e Watchmen
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Guidelines on Completion of GF527
for Nominated Sub-contractor

« To complete and submit a separate
form covering their workers.
Guidelines on completion of the
form shall be same as Main
Contractor.
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Guidelines on Completion of GF527
for Site Supervisory Staff

« To check & sign the returns.
Different disciplines (e.g. BW, BS
& SE etc.) should check and sign on
respective forms.
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Guidelines on Completion of GF527
for Project Office (HD)

« To consolidate all returns and
deliver 1t to the Census and
Statistics Department within the
first two weeks of the succeeding
month.
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Guidelines on Completion of GF527A

1. Data shall be based on the last day of
the reporting month and shall be
advanced 1f the last day 1s a Saturday,
a Sunday, a public holiday or a day
of inclement weather such as heavy
rain or typhoon.
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Guidelines on Completion of GF527A

(Cont’d)

2. Persons (including 1n the site office)
who have worked for at least three

hours on the reporting day shall be
included.

3. The data shall cover all persons

employed by the contractor and his
sub-contractors.
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Guidelines on Completion of GF527A

(Cont’d)

4. Job title and number of vacancies for
cach of the trades shall be entered.

5. The contractor shall check & sign the
GF527A and submit to site supervisory
staff together with GF527 in the first
four working day of the reporting
month.

14
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Guidelines on Completion of GF527A
(Cont’d)

6. The completed forms shall be

submitted to C&SD within the
first two weeks of the succeeding
month.
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Guidelines on Completion of GF527A
(Cont’d)
7. Explanatory notes on persons engaged on

site, employers/self-employed persons
and vacancies

Manual Workers

Persons who engage 1n manual work
including skilled, semi-skilled and
general workers.

16
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Guidelines on Completion of GF527A
(Cont’d)

 Professional/Technologist
Person who applies his professional skills to
technical activities, e.g. architects and engineers.

 Technician
Person who occupies a position between a
professional and a skilled worker, e.g. site agent
and site foremen.

17
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Guidelines on Completion of GF527A
(Cont’d)

« Other Site Personnel
Persons other than those above and
stationed/worked on site, e.g. site clerk, amah
& watchmen.

-  Employers/Self-employed Persons
Person who works for profit or fees 1in his own
business. He is not employed by anyone.

18
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Guidelines on Completion of GF527A
(Cont’d)

- Vacancies (for manual workers only)
Refer to unfilled job openings which
are immediately available, and for
which active recruitment steps are
being taken on the reporting date.
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Workflow for Submission of Monthly Returns of GF527 & GF527A Pon Working
(Building Contracts) : Day

]
[*
Main Contractor (MC) completes and - -E
submits GF327 & GF527A to PCOW within | = .E_.
the first 4 working days of the succeeding = 5
month™**! “ 4
No
PCOW checks if data in
- - the submitted GF527 &
S b m I SS I O n GF527A are in order
u
;
PCOW
O r OW (1) Signs the GF527
(2) Sends the original and duplicate of GF527 & GF527A to
respective CTO(BW)
- - (3) Keeps the triplicate in site file as record
O r B u I I n g (4) Returns the quadrplicate to MC
Contract ,
Consolidates and dispatches the original and duplicate of GF527 & GF527A with E
a project list to respective CA Section GR =
3
A
CA Section GR
(1) Dispatches the original of GF527 & GF527A with the project list to the %
Census and Statistics Department (C& SID) within the first two weeks by post S
(2) Files the duplicate of GF527 & GF527A in respective project file £
(3) Files acknowledgement of receipt from C&SD & 2 week
'J of the
- month

Note 1: Contractors are required to submit GF527 and GF527A in accordance with HA Specification
Preliminaries Clause Ref. PRE.B6.150 sub-clause 6(xi) whenever there are workers on site even after
substantial completion. (Mark on the form "completed without further submission" for no more 20
waorkers on site)
Note 2: Should there be any dubious return for GF527 & GF527A from C&SD, DAS/DC will dispatch them
to relevant site staff for follow-up actions.




Return of Site Labour Deployment and Employment iﬂ'-i-
+

Workflow for Submission of Monthly Returns of GF527 & GF527A - Working
(Building Services Nominated Sub-Contracts) ' ay
0
Nominated Sub-Contractor (NSC) completes -
and submits GF327 & GF3527A to PBSI within |« 1}
the first 4 working days of the succeeding =
month™** 4
Nn -
PBSI checks if data in the
submitted GF527 &
- L] GF527A are in order
=
Submission
PBSI
(1) Signs the GF527
(2) Sends the original and duplicate of GF527 & GF527A to
CTO(BSYC
- - (3) Keeps the triplicate in site file as record
fo r B l l I I d I n (4) Retumns the quadruplicate to NSCs
- CTO(BS) Office _
e rV I C e S Consolidates and dispatches the original and duplicate of GF527 & E
GF527A with a project list to GR/BS S
s
¥
GR/BS
(1) Dispatches original of GF527 & GF327A with the project list to the
Census and Statistics Department (C&SD) within the first two weeks by post ®
(2) Sends the duplicate of GF527 & GF527A to the relevant CA/Section GR for §
filing in the respective project file (L 2™ week
(3) Files acknowledgement of receipt from C&SD of the
maonth

:Nominated Sub-contractors are required to submit GF527 and GF527A in accordance with HA
Specification Preliminaries Clause Ref, PRE.BS1.600.A whenever there are workers on site even after
substantial completion. (Mark on the form *completed without further submission® for no more 21
workers on site).

Note 2: Should there be any dubious return for GF527 & GF527A from C&SD, DAS/DC will dispatch them to

relevant site staff for follow-up actions

MNote
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Workflow for Submission of Monthly Returns of GF527 & GF527A \ction Workine
(Engineering Contracts) AN pay

0
S
Main Contractor (MC) completes and . §
submits GF527 & GF327A to PIOW within |« 2. ?.
the first 4 working days of the succeeding = H
month™ ! o 4
No
PIOW checks if data in
- - the submitted GF527 &
GF527A are in order
Submission
=
e
W PIOW
O r OW (1) Signs the GF527
(2) Sends the original and duplicate of GF527 & GF527A to
respective CTO{C) Works (Relevant SIOW for GI contracts)
(3) Keeps the triplicate in site file as record
fo r (4) Returns the quadruplicate to MC
- - m
E n I n e e r I n CTO(C)/Works Office ]
Consolidates and dispatches the original and duplicate of GF527 & GF327A {
with a project list to respective Section GR 1<
=
Contract i
y
Respective Section GR
(1) Dispatches original of GF327 & GF327A with the project list to the o
Census and Statistics Department (C&SD) within the first two weeks by post 1T
(2) Files the duplicate of GF327 & GF327A in respective project file g
(3) Files acknowledgement of receipt from C&SD =
’}_‘\ 2™ week
of the
month

Mote 1: Contractors are required to submit GF527 and GF527A in accordance with HA Specification

Preliminaries Clause Ref. PRE.B6.150 sub-clause 6(xi) (Ref. PRE.C6.150 sub-clause 6 (xi) for CE

and GI contracts) whenever there are workers on site even after substantial completion. (Mark on

the form "completed without further submission” for no more workers on site). 22
Note 2: Should there be any dubious retumn for GF527 &GF527A from C&SD, DAS/DC will dispatch them

to relevant site staff for follow-up actions.
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Workflow for Submission of Quarterly Returns of Emplovment Survey
(Capital Works New Works Contracts)

Action ¥ ‘;;kj“g

cTOo®

(1) Receives the memo from the Census and Statistics Department
(C&SD) requesting for submission of quarterly return of
questionnaires in mid March, June, September and December

(2) Passcs the questionnaires to DAS/DC for dispatching to site

CTO/P

- -
DAS/DC
Dispatches the questionnaires to relevant site staff for onward

transmission to contractor

Workflow | ——

DAS/DC

£
Contractor g
Completes, signs and returns the questionnaire to £
respective project site stafl’ g
or
No
l | a rte r I Project Site Staff checks
contractor's input on the
number of workers on site &E_'
]
Returns of
k-]
L
Project Site StafT E‘
(1) Signs the checked questionnaire %
E m p I Oy m e n t (2) Sends the signed questionnaire to C&SD with copy to CTO/P
Y
l I rve CTOP &
(1) Maintains a list of projects under construction = .
(2) Checks the copy of returns against the project list and identifies any outstanding returns : 1" week
(3) Sends reminder to the relevant site CTOs to follow up outstanding retums L4 fo;’l:l::.':'lg
month

G 23
Mote 1: Should there be any inconsistence/dubious retums for GF527 & GF527A and the Quarterly Retumns of
Employment Survey from C&SD, CTO/P will dispatch them to relevant site staff for follow-up actions.
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Calculation of Accident Rate

365 (days)
x 1000 x
W Contract Duration (days)

N : XTotal cumulative number of reportable accident

W : Average daily number of workers

24
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Calculation of Accident Rate

 In line with the calculation method of
Development Bureau, Contractor’s
management staff are included 1n the
calculation of accident rate.

e Trades not considered as construction
workers for calculation of accident rate:

» Office attendants
» Amahs

25
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HOMES - Contractor’s Daily Report (BW)

ﬂ; e-Housing BP Exiranet - Windows Internet Explorer

@.\ o | httpstiheesw housing, gov hideweb6imain/myportal/l utpde 1/p Y _LDolwEEW_x3-Taa WIW xR g 14 TFQNTGMITeHhwmid v % 2| X

BEE REE #R0 BOsEEW IBD AW

c [ EE® - O TEO -

~
Trade names

Same as

Sy

Nos. of labour not

[3 € #smEs

em 1

™ GF527 )

~

to be entered if
working hour less
than 3 hours per

day. )
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HOMES - Contractor s Dally Report (BW)

{ -Housing BP Exiranet - Windows Internet Explon

@H v |& ] https:urwew housing gov hkfewebfimadn/myportal/| vtp/e1/p¥ _LDolwEEW _x8-Vaa WIWxE g1 4 TFQN:TGMITeHhwimgd v % || X R~
BEE REE BRI BOEEQW IO AW
q-_q -

Description of works an

_ numbers of workers with

| duration less than 3 hours

Q shall be entered in
“Remarks” -

V0 4| @ e Hoving B Extraet | | 1"}/ \
D Motis Crane N . . d

mmmmm

Remarks

[ € #smEeE 27

] B 1618
CH 2] ® )ﬁ! L': Tuesdazr
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HOMES - Contractor s Dally Report (BS)

f -Housing BF Exiranet - Windows Internet Explox

@ 4~ | @] https:dwww hovsing. gov hik/ewebfimaindmyportsllutp/e 1 /¥ _LDolwEEW _x5-¥aa WIWR iy 1A TFONTGMITeHhwmid v % || X
BEE KEQ #RO FHEFW IAD SEW

~
Trade names

AT~ - [ @R0 - F 1RJ
—

Same as

aman ?leFlar a7 ezlrelazzeeaz
L0 O S O gi;§§§§°° 2831
PRl liiiingg
17 : R
3 5 iodgE g
- ili 181 3 i
141
i HEE

X
' el e poa GO Gurggds fooRes wGaa S0

[3 &
S e-Housing BF Extranst... r Microsoft Excel - GFS...

=Rr-Ai =R acm w
=l o3 S EIE wle
RN Y \
E7|Ld|f¥(3 E -2 A
@ oW ] 2|52 ] v |2
a K] FE BlE[gwre-
i TRy 2 FANdE FLNL
F7i83 27 Flzs
FE A m AR R
i EEE Floeg| ol
8 B 3 o |t
i a 4
k3 i T =
z s
k} &
: i

working hour less than

v
CH EQ])#J

\

Nos. of labour with

3 hours per day are
included and will be
amended in GF527  /
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HOMES - Creation of GF527

ﬂ; e-Housing BE Exiranet - Windows Internet Explorer

(e
3 o

@ 1 & | https:faewew hovsing, gov hkfewebGimain'myportald ut'p/c 1p¥_LDolwEEW 3 _otTZ311 WOTINY LiwM Y OhHISHCAPRT v % 2| X
BEE REQ RO FOSEW IAD HAD

Nos. of \
& workers are
U0 | @ e-Housing BP Extranet I fi- B =

- [ #EE® - O TAO -

= copied from
""" ; = contractor’s

daily report
| and cannot be

------

............

amended, only
total OT hours
& salaries can

..........

......

...... be entered.

= as ag sz mog o

e s a1 o P

e feees iz ez e as

= #73 T o 2o

e feees 474 [z2a o as
. - e s +d] cal cof cal <o 74 <2 <8 58 &3 &3 <8 ca o caf caf caf <l <2 <8 i £a &3 <8 i1 t33g T o as Corereiz
= | Caserees Lazourse sk o foses o aq| aa] ag] aaf 44 3 4m 4z 4z 43 4 o ad| aa] aq] aaf 44 3 o4m 4z 4z 43 4 4.0 sa4.q] oo o as Corereiz
= |m Lasaare: for 1 Zzoh® e s 0 =ao o as [t
B [re— e feees 0 muo o Tz | et
S P — = ca o saf caf caf < s2 38 &8 &3 €3 <8 rEEEEE 58 48 74 84 108 s a0 104 sasq] oo o as
SR =) a4l ol sal sl s 13 aa 4l 2ol aal aal a4l ol 1d 08 04 33 43 :a 4al a2l aas b an

+,

...........

.........
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HOMES - Creation of GF527

ﬂ; e-Hounging BP Exiranet - Windows Internet Explorer

@.\:/ + | itpsithvww hovsing gov.hidewebbimainimyporkllutiple04_SBEKEHLLMIMSSePy8Be0CPlostelPite0Towl % v | 1 |49/ X | | [[2]-
BREE RE@ RO FRELW IHED SHHE

& -

W o [@e-HoumgBPEmt l_l - B & EEe - $IRQ-

] e’

4 Export to Excel \
for amendment

of nos. of workers

with working hour

less than 3 hours.

30

= e-Housing BP Extranst... r 3 Microsoft Excel - GF5... f 5 Bookl - 'E
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GF527 — Excel Table

Microsoft Excel - GE527_20080006_092010_26102010162300[1]
H] BER RBE RO BA0 BAO IBD BHO REE HAH  AdobsPDF

EIRNe=E e ol

0 S AR08 s b @ [ ToesRevRonm 12 5@
i1~ BT HQ.J H
ACS = # [ 1# Nominated Sub-contractor
A B |C|D|E|F|G|H|I|J|K|L|M|N|D|P|O|R|S|T|U|V|W|){7
| 7 |Bemm Taade Lict Humber of werkes engagzed on site on each ¢ ulacd
| & |Ho. | Trade Chig. Esv. 1 2 3 4 5 [ T g @ 10 11 12 13 14 15 16 17 1.
a iCads
| 10| 1 |Bar Bender & Fixer [or Steelbender] W Cand 40 |40 |40 a0 |- 40 |40 (40 [40 |40 (40 |- 40 (40 (40 (40 [40 /
of =~ el ] Nos. of workers
12| 3 At c3l4 110 10 (20 10 |- 20 2o (20 {20 2o (20 |- 10 10 10 10 10 ®
| 13 | 4 |Phomber W 338 170|170 |170 160 |- 160 (170 (170 [170 160 (150 |- 140 (150 (140 (140 |14 . .
| 14| 5 |Leweller C323 |70 |90 |Fo &80 |30 |90 (20 |90 |60 (80 |90 (30 (90 |80 [F0 (90 (90
15 | 6 |Bamboo Scafolder At 303 )- - - |- 10 10 10 10 |- - - 1 |- - 10 10 ~~ lth »» Orklng hour
16 | T | Capenter & Tomner v -k i e ; : ;
17 | & | Carperder (Fomreaork) Ca0y_J9n0 |80 |TO0 |40 |- an |90 (90 {90 (90 (50 |- a0 60 [50 [a0  [50

ol e et e e etn  less than 3 hours

Plart & Equiprrert Operstor (Load Shifting) v e
19 | 10 | [or Plard Operstor (exc. driver, bulldoser driver, ete.)] 120 160 (160 (160 |- 150|170 160 160 |160 (140 |- 150 (120 100 [120 |18

1P| vew— e 111 are to be amended

22 | 13 |Blackamith

=3

s

23 | 14 | Crurwerg] Welder C313 |30 |30 |30 |30 |- 50 |40 |50 |60 (60 (30 |- 60 [60 |50 |60 (40

S e Tebntni Lt LR L before submission

| 25 | 16 | Glamier v €310 jan |20 20 |- - Y P Y - on |- a0 (20 jan
| 26 | 17 |Eoocaveator (nale) v O I I I O VI VI I I I O I VI
27 | 18 | Excavrator 1] it 30 |30 |30 |30 |- 30 |30 (30 (300 |30 |30 |- 30 (30 (30 (30 |30 tO C&SD
| 28 | 19 |Labourer fnale) v 1570|1650 1530|1400 400 (1670|1500 | 1540 | 1460 (1550 13000 (270 (1620 (1760|1770 (1200|1760
| 29 | 20 |Labourer (fanale) v 406 420|420 (420 (350 |210 |420 |400 (400 (400 (400 |330 (300 (420 [420 (420 (420 (420 |4 ~
30 | 21 ) Coniretor's Labonmrer 1] it 60 |60 |60 |60 |- 60 |60 |60 (60 |60 |60 |- 60 [60 |60 (60 |60 |60 \rq
| 31 | 22 | Corvretor's Laborer (fanale) v 40 |40 (40 (40 - 40 |40 40 (40 |40 40 |- 40 [40 40 (40 |40 40 |- 7
| 32 | 23 |Hewwny Load Labourer [or Heawrr Load Coolie] W - - - - - - /
33 | 24 |Diver's Lineanan k' - /
| 34 | 25 |Pairder & Decorstor v C320 J100 |20 |loQ 100 |- 90 |90 100 (100 |90 |20 |- a0 (70 (20 (a0 oo IUD‘- '1;
| 35 | 26 | Placterer v e 30 |50 |60 (40 - S0 |50 jan [0 |0 E0 |- a0 40 jan fan |- - - 1 3
M4 v W[09-2010 16730 / [< 3|
S NUM
31

[T

CH ﬂ‘l/ﬁ'::



Thank You
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