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Security Company Licence (Type | Work) List and Guideline of Documents Required [Annual Inspection & Relocation ]

1. Up-to-date flow chart of management team and detailed list of directors / senior management

[ ] i. Up-to-date chart of the company

[ ] ii. Proof of personnel changes already reported to the SGSIA (if any)

[ ] iii. All existing shareholders and directors  including following information and preferably with a "Personal Data" sign)

[ ] iv. Senior management gk including following information and preferably with a "Personal Data" sign, only applicable to personnel
involved in security work)

[ ] % Name [ ] * Business Registration / HKID no.

[ ] % Post [ ] * Date of appointment

2. Valid Business Registration Certificate
[ ] Business Registration showing accurate business address of the company
3. Auditor's report

[ ] i. Up-to-date auditor's report (written explanation and original gk bank reference letter are required if failing to submit)

[ ] ii. Fora negative balance, other documents are requiredk e.g. original of bank reference letter, balance sheet,
profit & loss account and financial guarantee given by the mother company) to prove a sound financial status

[ ] * Bankreference letter should include the commencing date of account, account status and latest balance

4. Up-to-date list of employees ¢k including following information and preferably with a "Personal Data" sign)

[] % Serial no. [ ] % Name

[] % HKID no. [ ] % Date of hirth

[ ] % Date joined company [] * Post

[] % SPPno. [ ] * SPP expiry date (Types A & B should be specified separately)

[ ] % Completion date of valid security training course (QAS/ QAIHT)

[ ] % Total no. of SPP holders (Types A & B should be specified separately)

5. Up-to-date list of sites (including following information)

] Serial no. [ ] % Name of property

[] * Address

[ ] % Name, phone no. and post of contact person of the Licensee's company

[ ] % Category of property (commercial, industrial, commercial & residential, residential, single block residential)

[ ] % No. of shifts and time that security services are provided (please specify if services are only provided for sites under management)

[ ] % Total No. of property (commercial, industrial, commercial & residential, residential, single block residential should be specified separately)

6. Copy of valid employees' compensation insurance policy
(x_including following information, written explanation is required if failing to submit)

[ ] % The licensee's company must be the insured [ ] * Employees' compensation insurance for all employees

[ ] * Insurance should cover all sites under management

[ ] % Nature of business (the company is appropriately insured for the extent of its business subject)

7. Copy of valid public liability insurance policy
(x_including following information, written explanation is required if failing to submit)

[ ] % The licensee's company must be the insured

[ ] * Insurance should cover all sites where services are provided

[ ] % The compensation should be at least HK$10,000,000 per incident

[ ] % Nature of business (the company is appropriately insured for the extent of its business subject)

8. Assignment instructions and contingency plans (can be submitted on disc)
[ ] i. Submission of up-to-date copies of assignment instructions and contingency plans
[ ] ii. The company must maintain a full set of assignment instructions and contingency plans at all guard posts
9. Three personnel files of security staff recently employed
(kincluding following information and preferably with a "Personal Data" sign)

[ ] i. Job application form [ ] ii. Official employment contract

[ ] iii. Statementin relation to Personal Data (Privacy) Ordinance [ | iv. Copy of security personnel permit

[ ] v. Health report (aged over 65) [ ] vi. Notice of Commencement of employment of security personnel

[ ] vii. Training Certificate (please refer to Item 10 for details) [ ] viii. Company vetting records ¢ including following information)

[ ] % Confirmation of employment history: the company must check whether the employment history provided by
job applicant is true and correct (all employment records for the past 3 years)

[ ] * Conducting reference or character checks — requiring each applicant to provide two non-relative referees with full names,
addresses, relationship and telephone numbers, so that the company may enquire about the applicant's past performance,
integrity and suitability of doing security work

[ ] % Verification of address (any notes or leases issued by public entities)

[ ] % Date, method of vetting and name / post of vetting person
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Security Company Licence (Type | Work) List and Guideline of Documents Required [Annual Inspection & Relocation ]

10.

]

O0o0on

Valid training certificates ( for newly recruited security staff since previous annual inspection)

i. Security personnel should successfully complete the training course approved by the SGSIA before deployment.
The certificate issued upon completion of training is valid for a period of 3 years, or

ii. Security personnel should successfully complete before deployment. The QAIHT is an internal training provided by
the company itself (Only applicable to companies which have been granted QAIHT)
(% the company should provide following documents)
List of trainers (all trainers must be approved by the Commissioner of Police)
List of authorised persons (4 persons at most and must notify the Commissioner of Police)

*
*
% Training manual [ ] * Course time table
* Test questions and answers [ ] * Attendance record
*

“Notice of employment and trainin§ (Pages 1 and 2 of QAIHT form 1)

11.

]

Details and records of teleprotection (since previous annual inspection)

All teleprotection must be conducted and recorded according to the instructions issued by the SGSIA

12.

Records of supervisory patrol (since previous annual inspection)

The company must supervise all patrols on a shift basis through a minimum of one visit per week by the supervisor from
an off-site location if teleprotection system is available, and one visit on each shift daily if otherwise

The time, date and name and post of the patrol officer shall be clearly stated on all records of supervisory patrol

13.

Instructions on the procedure of disposal of confidential documents

According to the guidelines of the SGSIA : [ Confidential documents no longer required must be shredded before being discarddd

14.

Commencement/ termination of employment of security personnel (since previous annual inspection)

Evidence already submitted to the Police Licensing Office to prove any commencement / termination of employment of security personnel

15.

OO0

Floor plan of premises with brief notes 4 including following information)

% Premises layout and size description [ ] * Location of fire safety facilities
% Fire escape exits / routes with bilingual notes (displaying rear stairs)

% Fire escape routes with bilingual notes for Training Room / Control Room should be submitted separately (if applicable)

16.

O0on

Colour photos of premises with brief notes 4 including following information)

% Directory at lobby % Main entrance of company

% Interior of company % Metal cabinet with locks
% Shredding machine * Fire safety facilities
*

Control Room (if applicable)

O0on

% Training Room (if applicable)

17.

[

Copy of Deed of premises or evidence of tenancy

[
*

% Submission of deed or evidence of tenancy Letter of authorisation (if applicable)

For details, please refer to the [Security and Guarding Services Ordinance, Cap.460]) and
[ Matters to which the Security and Guarding Services Industry Authority
Shall Have Regard When Determining an Application for a Security Company Licence ]

Useful Web Sites

Security and Guarding Services Industry Authority : http://www.sb.gov.hk/eng/links/sgsia/index.htm

Office of the Privacy Commissioner for Personal Data, Hong Kong : http://www.pcpd.org.hk/engindex.html

InfoSec : http://www.infosec.gov.hk/english/main.htm
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Security Company Licence (Type | Work) List and Guideline of Documents Required [Annual Inspection]

1. Up-to-date flow chart of management team and detailed list of directors / senior management
[ ] i. Up-to-date chart of the company
[ ] ii. Proof of personnel changes already reported to the SGSIA (if any)
[ ] iii. All existing shareholders and directors % including following information and preferably with a "Personal Data" sign)
[ ] iv. Senior management ¢k including following information and preferably with a "Personal Data" sign, only applicable to personnel involved in
security work)
[ ] % Name [ ] * Business Registration / HKID no.
[ ] % Post [ ] * Date of appointment
2. Valid Business Registration Certificate
[ ] Business Registration showing accurate business address of the company
3. Auditor's report
[ ] i. Up-to-date auditor's report (written explanation angkoriginal of bank reference letter are required if failing to submit)
[ ] ii. Fora negative balance, other documents are requiredk e.g. original of bank reference letter, balance sheet,
profit & loss account and financial guarantee given by the mother company) to prove a sound financial status
[ ] * Bankreference letter should include the commencing date of account, account status and latest balance
4. Up-to-date list of employees # including following information and preferably with a "Personal Data" sign)
[] * Serial no. [ ] % Name
[] * HKID no. [ ] * Date of birth
[ ] % Date joined company [] * Post
[] * SPPno. [ ] * SPP expiry date (Types A & B should be specified separately)
[ ] * Completion date of valid security training course (QAS/ QAIHT)
[ ] % Total no. of SPP holders (Types A & B should be specified separately)
5. Up-to-date list of sites (including following information)
[ ] % Serial no. [ ] % Name of property
[] * Address
[ ] % Name, phone no. and post of contact person of the Licensee's company
[ ] % Category of property (commercial, industrial, commercial & residential, residential, single block residential)
[ ] % No. of shifts and time that security services are provided (please specify if services are only provided for sites under management)
[ ] * Total No. of property (commercial, industrial, commercial & residential, residential, single block residential should be specified separately)
6. Copy of valid employees' compensation insurance policy
(x_including following information, written explanation is required if failing to submit)
[ ] % The licensee's company must be the insured [ ] * Employees' compensation insurance for all employees
[ ] * Insurance should cover all sites under management
[ ] % Nature of business (the company is appropriately insured for the extent of its business subject)
7. Copy of valid public liability insurance policy
(x_including following information, written explanation is required if failing to submit)
[ ] % The licensee's company must be the insured
[ ] * Insurance should cover all sites where services are provided
[ ] * The compensation should be at least HK$10,000,000 per incident
[ ] % Nature of business (the company is appropriately insured for the extent of its business subject)
8. Assignment instructions and contingency plans (can be submitted on disc)
[ ] i. Submission of up-to-date copies of assignment instructions and contingency plans
[ ] ii. The company must maintain a full set of assignment instructions and contingency plans at all guard posts
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Security Company Licence (Type | Work) List and Guideline of Documents Required [Annual Inspection]

O oOoOgod

0 O

Three personnel files of security staff recently employed

(kincluding following information and preferably with a "Personal Data" sign)

i. Job application form [ ] ii. Official employment contract

iii. Statement in relation to Personal Data (Privacy) Ordinance [ ] iv. Copy of security personnel permit

v. Health report (aged over 65) [ ] vi. Notice of Commencement of employment of security personnel

Vii.

Training Certificate (please refer to Item 10 for details) [ ] viii. Company vetting records ¢ including following information)
% Confirmation of employment history: the company must check whether the employment history provided by
job applicant is true and correct (all employment records for the past 3 years)
% Conducting reference or character checks — requiring each applicant to provide two non-relative referees with full names,
addresses, relationship and telephone numbers, so that the company may enquire about the applicant's past performance,
integrity and suitability of doing security work
% Verification of address (any notes or leases issued by public entities)

% Date, method of vetting and name / post of vetting person

10.

]

O0o0on

Valid training certificates ( for newly recruited security staff since previous annual inspection)

i. Security personnel should successfully complete the training course approved by the SGSIA before deployment.
The certificate issued upon completion of training is valid for a period of 3 years, or

ii. Security personnel should successfully complete before deployment. The QAIHT is an internal training provided by
the company itself (Only applicable to companies which have been granted QAIHT)
(% the company should provide following documents)
List of trainers (all trainers must be approved by the Commissioner of Police)
List of authorised persons (4 persons at most and must notify the Commissioner of Police)

*
*
* Training manual [ ] * Course time table
* Test questions and answers [ ] * Attendance record
*

“Notice of employment and trainin§ (Pages 1 and 2 of QAIHT form 1)

11.

]

Details and records of teleprotection (since previous annual inspection)

All teleprotection must be conducted and recorded according to the instructions issued by the SGSIA

12.

Records of supervisory patrol (since previous annual inspection)

The company must supervise all patrols on a shift basis through a minimum of one visit per week by the supervisor from
an off-site location if teleprotection system is available, and one visit on each shift daily if otherwise

The time, date and name and post of the patrol officer shall be clearly stated on all records of supervisory patrol

13.

Instructions on the procedure of disposal of confidential documents

According to the guidelines of the SGSIA : [ Confidential documents no longer required must be shredded before being discarddd

14.

Commencement/ termination of employment of security personnel (since previous annual inspection)

Evidence already submitted to the Police Licensing Office to prove any commencement / termination of employment of security personnel

For details, please refer to the [Security and Guarding Services Ordinance, Cap.460]) and
[ Matters to which the Security and Guarding Services Industry Authority
Shall Have Regard When Determining an Application for a Security Company Licence ]

Useful Web Sites

Security and Guarding Services Industry Authority : http://www.sb.gov.hk/eng/links/sgsia/index.htm

Office of the Privacy Commissioner for Personal Data, Hong Kong : http://www.pcpd.org.hk/engindex.html

InfoSec : http://www.infosec.gov.hk/english/main.htm
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Security Company Licence (Type | Work) List and Guideline of Documents Required New Application]

Auditor's report or original of Bank reference letter

[] i. Up-to-date auditor's report or
[1 ii. Bank reference letter (including the commencing date of account, account status and latest balance)
Floor plan of premises with brief notes tk including following information)
[ 1 % Premises layout and size description [ 1 % Location of fire safety facilities
[ 1  Fire escape exits / routes with bilingual notes (displaying rear stairs)
[1 < Fire escape routes with bilingual notes for Training Room / Control Room should be submitted separately (if applicable)
Colour photos of premises with brief notes $ including following information)
[ < Directory at lobby [ 1 % Main entrance of company
[ 1 % Interior of company [] Y Metal cabinet with locks
[ 1 % Shredding machine [1 < Fire safety facilities
[1  Training Room (if applicable) [ 1 % Control Room (if applicable)
Copy of Deed of premises or evidence of tenancy
[1 % Submission of deed or evidence of tenancy [1  Letter of authorisation (if applicable)
Sample list of employees g including following information and preferably with a "Personal Data" sign)
] s Serial no. ] s Name
[] % HKID no. [] s Date of birth
[1 < Date joined company [] s Post
[l % SPPno. [1 % SPP expiry date (Types A & B should be specified separately)
[1 % Completion date of valid security training course (QAS/ QAIHT)
[ 1  Total no. of SPP holders (Types A & B should be specified separately)
Sample list of sites (k including following information)
] s Serial no. [ % Name of property
[] s Address
[ 1 % Name, phone no. and post of contact person of the Licensee's company
[ 1 < Category of property (commercial, industrial, commercial & residential, residential, single block residential)
] % No. of shifts and time that security services are provided (please specify if services are only provided for sites under management)
[] % Total No. of property (commercial, industrial, commercial & residential, residential, single block residential should be specified separately

(I

Copy of valid employees' compensation insurance policy

(*_including following information, written explanation is required if failing to submit)

% The licensee's company must be the insured [ 1 % Employees' compensation insurance for all employees
% Insurance should cover all sites where services are provided

% Nature of business (the company is appropriately insured for the extent of its business subject)

OO0

Copy of valid public liability insurance policy

(*_including following information, written explanation is required if failing to submit)

% The licensee's company must be the insured
% Insurance should cover all sites where services are provided
% The compensation should be at least HK$10,000,000 per incident

% Nature of business (the company is appropriately insured for the extent of its business subject)

0000

[

Sample of Assignment instructions Gk _including following information)

% Name of the Employer [ ]  Address of the Duty Area

% Telephone Procedures (such as those for teleprotection) [ ]  Actions taken in emergency

% Fire Precautions [] Y Crime Prevention

% Guard Control Systems (Patrol Management System) [ 1 % Guard Patrol Procedures

% Access Control Procedures [] % Security System Operation Procedures
% Teleprotection system [ 1  Other Special Instructions (if applicable)
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Security Company Licence (Type | Work) List and Guideline of Documents Required New Application]

10.

0000

[

Sample of personnel files gkincluding following information and preferably with a "Personal Data" sign)

i. Job application form [] ii. Official employment contract
iii. Statement in relation to Personal Data (Privacy) Ordinance [ | iv. Copy of security personnel permit
v. Health report (aged over 65) [] vi. Notice of Commencement of employment of security personnel
vii. Training Certificate (please refer to Item 15 for details) [] viii. Company vetting records Gk including following information)
% Confirmation of employment history: the company must check whether the employment history provided by
job applicant is true and correct (all employment records for the past 3 years)
% Conducting reference or character checks — requiring each applicant to provide two non-relative referees with full names,
addresses, relationship and telephone numbers, so that the company may enquire about the applicant's past performance,
integrity and suitability of doing security work
% Verification of address (any notes or leases issued by public entities)

% Date, method of vetting and name / post of vetting person

11.

Sample of Contingency plans (required for any fire and other hazards)

NI

12.

Colour photos showing the front / side / back view of uniformed security personnel, with brief notes of colour and style

(including uniforms for various seasons and ranks) ; and samples of staff ID card.

13.

[

Samples of all relevant records, such as OB, supervisory records, teleprotection records and visitor registers
i. All teleprotection must be conducted and recorded according to the instructions issued by the SGSIA
ii. Supervisory records: The company must supervise all patrols on a shift basis through a minimum of one visit per week
by the supervisor from an off-site location if teleprotection system is available, and one visit on each shift daily if otherwise

The time, date and name and post of the patrol officer shall be clearly stated on all records of supervisory patrol

14.

Sample of Instructions on the procedures of disposal of confidential documents

According to the guidelines of the SGSIA : [ Confidential documents no longer required must be shredded before being discarddd

15.

Sample of training Records

i. Security personnel should successfully complete the training course approved by the SGSIA before deployment.
The certificate issued upon completion of training is valid for a period of 3 years, or

ii. Security personnel should successfully complete before deployment. The QAIHT is an internal training provided by
the company itself (Only applicable to companies which have been granted QAIHT)

% Training manual [] s Course time table

% Test questions and answers [] s Attendance record

% “Notice of employment and training (Pages 1 and 2 of QAIHT form 1)

16.

Qualifications of trainers (only applicable to companies which are approved to provide QAIHT)

% List of trainers (all trainers must be approved by the Commissioner of Police)

17. []

List of authorised persons (4 persons at most) (only applicable to companies which are approved to provide QAIHT)

For details, please refer to the [ Security and Guarding Services Ordinance, Cap.46Q and
[ Matters to which the Security and Guarding Services Industry Authority

Shall Have Regard When Determining an Application for a Security Company Licende

Useful Web Sites

Security and Guarding Services Industry Authority : http://www.sb.gov.hk/eng/links/sgsia/index.htm

Office of the Privacy Commissioner for Personal Data, Hong Kong : http://www.pcpd.org.hk/engindex.html

InfoSec : http://www.infosec.gov.hk/english/main.htm
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Security Company Licence (Type | Work) List and Guideline of Documents Required [Renewal of Licence]

1. BEFAVEE) /Eq%&'c'ﬁ;‘j’;l E,i*,ﬂ’%ﬁ,?ﬂ Up-to-date list of directors / senior management
[ i o PO B Gk T vkl R T - R s )

All existing shareholders and directors & including following information and preferably with a "Personal Data" sign)

[ i et (x o IR R TR g AR ft'ﬁ‘iiﬁ‘ﬁﬁﬁé?wi%éﬁ‘ﬁjﬁﬁd/ ~)

Senior management (% including following information and preferably with a "Personal Data" sign but only applicable to personnel involved in security work)

D * & ¢ Name D * Fi %{fi ?5% = J/[]jﬂﬁm Business Registration/ HKID no.
D * P Post D * % [~ ['#] Date of appointment
2. EpFL = F;J?t: Copy of valid Business Registration Certificate

D Tf/ﬂ ’ffi ?EJ¢ Copy of valid business registration certificate

3. | l/pgg'.m Eﬂ Eil[%4 Copy of valid employees' compensation insurance policy

D * }?ﬁﬁﬁl} F'J HEELY [ The licensee's company must be the insured
(] * = (1 ?‘TEIH‘EJ = Ej = IE[H @ F‘ll ?‘F“J {# W & Employees' compensation insurance for all employees
] & (s g & }‘F"l e FEH 35571 Insurance should cover all sites under management

] K SOsiEmm e A vsaps Y Nature of business (the company is appropriately insured for the extent of its business subject)

4. EFFV "‘?EQI?J F'ﬂl‘&i&l?ﬂmi Copy of valid public liability insurance policy
D * }?\Tﬁﬁlf Fil R ] H The licensee's company must be the insured
[] K pfE«mens e qiﬁ@fﬂ ‘> 1,000 f 1 #7¢  The compensation should be at least HK$10,000,000 per incident
[] K (e pep E[J}‘F"l e R 355 Insurance should cover all sites under management

[] % Fspemm< FiteE §5i3t)-d EEIF Nature of business (the company is appropriately insured for the extent of its business subject)

5. BB SH Gk SRR @B b R TvR )

Up-to-date list of employees (¥ including following information and preferably with a "Personal Data" sign)

* F:5E Serial no. D * & ¢ Name
[] % )89 HKID no. [[] % i [ Date of birth
[[] % 7 3[I# Date joined company [] % ¥ Post
[ ] & e~ EYF[ RS SPPno.
(] & FFp by ]y 5?}% I3 Hﬂj— F5) SPP expiry date (Types A & B should be specified separately)
[] % ?Jifﬁé\i THF Y ',HE ] (QAS / QAIHT) Completion date of valid security training course (QAS/ QAIHT)
[] % (R * FAf B (F ’Ai':g:ﬁij} H[JI%F'EJ) Total no. of SPP holder (Types A & B should be specified separately)

6. EFHVIRIEY & H (t_ﬁﬁﬁ»"\ﬁﬂ?ﬁen Up-to-date list of sites (including following information)

[[] % =5 serial no. [] % 2% ¢ Name of property

[] % PufF Address

[] % ﬁ“‘ﬁ, f'J Ef'afT M ?:T”‘*ﬁiﬁuﬁi‘c@ Name, phone no. and post of contact person of the Licensee's company
[, P (R /2 Tl 08 =t 208

Category of property (commercial, industrial, commercial & residential, residential, single block residential)

[]
*

SR USSR 0 2 PR TET (O RS RS )

No. of shifts and time that security services are provided (please specify if services are only provided for sites under management)
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Security Company Licence (Type | Work) List and Guideline of Documents Required [ Relocation)

1 IV H _Ié*l.,?% rﬁ‘lqﬁ Copy of valid Business Registration Certificate
[[] === PV b5 F,;c'ﬁ%ﬁ’ﬁf: Copy of Business Registration with amended company address

2. ”Eljf&"l/ S gjfﬁiﬁ‘;[ﬂ!ﬁ@g‘frs‘rlt Copy of valid employees' compensation insurance policy

[] =g F-‘HLI— i YR i T e fﬁx?ﬁﬁﬂi Copy of employees' compensation insurance policy with amended company address

3. ”EJ?&:I/ N Eg.l?j i—‘-‘[’-ﬁl[iﬁfﬁlg‘frs‘r[i Copy of valid public liability insurance policy

[] =Rty F-‘HLI— o E}»'EFG = g fﬁk’?ﬁ'ﬁji Copy of public liability insurance policy with amended company address

BB R

Floor plan of premises with brief notes (% including following information)

D &ﬁﬁ’?ﬁﬂd‘ﬁ“? I?‘:ﬁﬁ*{i Premises layout and size description
¥ I%‘?F%f* F' Location of fire safety facilities

f YRR ] EERR (O = R AR F') Fire escape exits / routes with bilingual notes (displaying rear stairs)

O O
* % % %

TR A R AR ()

Location of Training Room / Control Room and the fire escape routes should be submitted separately (if applicable)

5. MRS IR Gk F S EYR)

Colour photos of premises with brief notes (% including following information)

[] & Eipvs /i Directory at lobby
[] % ,’7‘ ]l Main entrance of company

[] * = FJPJF",ﬂ Interior of company

[] * & BT Y (4 Metal cabinet with locks
L] % [fFAF#S Shredding machine

[] * i’:ﬁﬁ?‘ﬁ% Fire safety facilities

L] % #'ke /{‘iﬁfﬂé‘t (VP ™) Location of Training Room / Control Room (if applicable)

6. ﬁfﬁ;’iﬁ”{ﬁ?ﬁ' Iﬁ%ﬁfjrﬁ'lqk Copy of Deed of premises or evidence of tenancy
[] * #2 T Fﬁﬁ%ﬁﬂ Submission of deed or evidence of tenancy

[] * 5 gl E'H‘Q@[’% (UP3@™]) Letter of authorisation (if applicable)
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