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A GUIDE TO APPLICATION FOR
FACTORY CANTEEN LICENCE

General

In accordance with the laws of Hong Kong, any person who intends to operae a
factory canteen in the territory mugt obtain a factory canteen licence issued by the Licensang
Authority before commencement of such busness

Factory canteen means any food business in a factory building which involves the
sde o upply of meds or unbottled non-dcohalic drinks other than Chinese herb tea for
consumption on the premises by persons employed in any factory in thet factory building.



Application Procedure

Applicaion may be submitted ether in writing (Chinese or English) or with the use

of a dandard form, accompanied by 3 copies of a proposad layout plan of the premises which
should be drawn to scale and in metric unit, and addressed to the Assstant Secretary (Licenaing) of
the Licendng Office (see Appendix I). Standard forms are obtainable from the Licenang Office
and respective Didrict Environmentd Hedlth Offices.

The gpplication, whether made in writing or with the use of a sandard form, should

contain thefallowing :-

@
(0)

©

@
©

the dass of licence gpplied for;

full address of the premises under gpplication for a licence induding name of the
dreet, number of the premises, name of the building and the flat number etc to avoid

podd mistdivery;

the name, address and tdephone number of the gpplicant; if the goplicat is a
corporation, the name and address of the corporation and the names and addresses
of the principdl officers,

the type of heating equipment and the type of fud intended to be ussd; and

whether ar-conditioning sysem is to be inddled in the factary; if S0, the type and
working cgpadity of such inddlation.

The gpplication mugt be Sgned by the goplicant persondly. A licence may be

issued in the name of a person or a corporation.

Before the gpplicant recaives a letter of licenang reguirements from the Licensng

Authority, he is advised not to sart any work on decoration. He mud dso nat dart the business
before obtaning the licence. Othewise, he will be lidble to prosacution.



Preparation of Proposed and Revised Layout Plan

Before preparation of the layout plan, the applicant is required to

apportion the factory canteen for the proposed usage such as the locations of the
kitchen, food preparation room and sanitary facilities. In the proposed layout plan, the
following particulars should be furnished :-

(a)
(b)
(©)
(d)
(e)
()

(9)
(h)

(i)

)

space allocated to the cooking, preparation or handling of exposed food;
space allocated to the storage of any kind of exposed food;

space allocated to the serving of meals to customers;

space allocated to the cleansing, sterilizing, drying or storage of utensils;
sanitary fitments and drainage works;

cloak rooms, passageways and open spaces;

all means of exit, entry and internal circulation;

all windows or ducts providing ventilation or mechanical means of
ventilation, if installed;

the siting of all furniture of a substantial and permanent nature, including
food manufacturing or preparation plant, cooking ranges, sterilizers,
dish-washing machine, refrigeration or cooling equipment and fixed
sideboards, wash-hand basins or wash-up sinks, drying racks, water tanks;
and

means of refuse storage and disposal.

The proposed layout plan may be prepared by the applicant himself or an
architect employed by him.

Whenever there are changes to the submitted plans for the application,

the applicant is required to highlight any proposed changes on the revised plans with
colour pens and simple descriptions before making submission to this department for
consideration and referral to other departments for processing. Revised plans not in
compliance with this requirement will be rejected.



Processing of Application and Notification of Licensing Requir ements

Upon recaipt of the gpplication of licendng, the Assgant Secretary (Licensing) will
acknowledge it and inform the gpplicant in writing the date and time when the Licenang Inspector
will conduct the Qudity Audit of the proposad layout plan and ingpect the premises to assess its
auitaility for licenang. If the gopaintment is inconvenient to him, he can dway's request to change
it to ancther date by tdephoning the Assdant Secrdary (Licendng).  This, however, may cause
some dday in the processing of the gpplication.

Mearwhile, the gpplication will be referred to the Director of Fre Services, Director
of Buildings, Director of Lands and Commissioner for Labour for comments, as gopropriae.

In case the proposed factory canteen is Stuated in a public indudrid building, the
goplication will dso be refarred to the Director of Housing who will consder whether the applicant
is the authorized tenant and whether the proposed businessis a designated trade.

If, in connection with the food busness, the fud consumption rate exceeds the
fallowing gatutory limits, the gpplicant should dso dbtain prior goprova from the Environmentd
Protection Department (See Appendix |1) for the inddlaion of the oves and chimneys -

@ gessousfud 1,150 meggoules per hour; or
(b) liguid fud : 25 litres per hour; or
(0 <didfud : 35 kilograms per hours,

If towngas or liquefied petroleum gas is intended to be usad on the premises, the
goplicart is required to submit a Certificate of Compliance and a Certificate of Completion to the
Licenang Authority before a licence can be issued. These catificates are to be completed and
sgned by the gpplicant's gas contractor who must have been registered with the Gas Standards
Office of the Electricd and Mechanicd Services Department. (See Appendix [11)



If new dectricd inddlations are intended to be fixed on the premises, the gpplicant
should gppoint an dectricdl worker/contractor regidered with the Director of Electricd and
Mechanicd Sarvices to ingoedt, test and catify such inddlaions after completion. The goplicant
hes to provide a Work Completion Certificate (Form WR1) to the Licenang Authority before a
licence can be issued. For exiding dectricd inddlaions, a Periodic Test Cetificate (Form WR2)
endorsed by Director of Electrica and Mechanica Servicesingead of Form WR1 will be required.

Asfor the fire sarvices requirements, they will be directly conveyed to the gpplicant
by the Fre Savices Depatment (See Appendix 1V) with a copy to the Licenang Office for
information.

Pease note thet it is a licenang pre-requidte for the goplicant to obtain a Fre
Savices Catificate from the Fire Services Department prior to the issue of the licence. A fee will
be charged for theissue of this cartificate.

Please ds0 note thet a Letter of Compliance issued by the Fire Sarvices Department
isalicenang pre-requidte for a vertilating system induding Smple inddlaion embodying the use of
ducting or trunking (eg. cooker hood with an ar-duct). Therefore, if the gpplicant wishes to ingdll
avertilating sysem on the premises, gopropriate plans with full details (extraction or propulson fans
and ducting or trunking in cooker hood, etc.) should be submitted to Assstant Secretary (Licensing)
for processing.

After the ingoection and upon dearance from dl Governmentt depatments
concerned, the Assdant Secrdary (Licendng) will ligt out in detal the licenang requirements and
convey them to the goplicant in writing for his compliance before allicence can be isued.

For ddals of the main licenang requirements, pleese refer to Appendix V. The
goplicant isadvisad, in his own interes, to purchase a copy of the Food Busness Regulations, Cap.
132 for reference from the Government Publications Centre a G/F, Low Block, Queensvay
Government Offices, 66 Queansvay, Hong Kong.



The applicant is advisad to Sart the decoration work anly when he has received the
|etter of licenang requirements from the Licenang Autharity. If the subject premises are unauitable
for licendng, the gpplicant will be informed of the refusd of the gpplication together with reasons by
the Asssant Secretary (Licenaing).



Enguiry on Licensing M atters

If the goplicant has difficulty in underganding the licenaing reguirements imposed by
the Licenang Autharity or has any enquiries concaming licenang meters he can goproach the
Licenang Ingoector in charge of the gpplication ether in person or by tdephone a the address and
telgphone number given in Appendix |.



Report of Compliance with Licensing Requirements and Issue of Licence

The gpplicant should expedite action to comply with the licenang requirements and
report compliance as oon as possble to the Licenang Office Concarned.  The Licenang
Ingpector will ingpect the premises for verification of compliance,

When fire sarvices requirements have been complied with, the gpplicant should
inform the Fre Sarvices Department direct to arrange for an ingpection. Please see Appendix 1V
for the addresses and tdephone numbers.

When dl the licenang requirements have been confirmed to be complied with, a
licence will be issued. The goplicant will be informed in writing to pay a fee and to collect the
licence

The licence fee for a factory canteen licence, which is subject to annud review, is
caculated according to the gross floor area of the food premises. For details, please refer to Food
Busness Regulaions or cdl the Licenang Offices

The objective of isuing factory canteen licence is to ensure maintenance of a good
dandard of hygiene a the premises concarned and the wholesomensess of the food supplied
therefrom.  In the event of any difficulty or incomprehenson, the goplicant should approach the
Assdant Secrtary (Licenang). On the other hand, the gpplicant must nat offer any money or gift
to any daff because thisis an offence under the law and the offender isliable to prosacution.



Non-compliance with Licensing Requir ements

Where the Licendng Ingpector finds some licenang requirements have not been
complied with during ingpection, he will immediatdy point out the shortcomings to the gpplicant and
advise him of the necessary remedid action on the pramises. The gpplicant will be informed of the
outstanding reguirements once more in writing and advisad to report compliance again for another
verification ingection after the requirements are fully complied with.

If no report of compliance of licenang requirements is recaived, the Licensng
Ingpector will ingpect the premises a 3 months intervas to check the progress of the gpplication.
Should the goplicant fal to mea dl the licenang requirements in 6 months, cancdlation of his
gpplication will be consdered.




Licensing Office

Hong Kong Idand

The Assgant Secrdary (Licensing)
Licendang Officg,

Urban Coundil Lockhart Road Complex,
8th floor, 225 Hennessy Road,

Hong Kong

Td. No. 2879 5712

Kowloon

The Assgant Secretary (Licensing)
Licenang Office,

Urban Councl Pa Ho Strest Complex,
4/F, 333 Ki Lung Stre<,

Shamshuipo, Kowloon.

Td. No. 2727 1293

New Teritories

The Assdant Secretary (Licensing)
Licenang Section,

9F., Regiond Coundl Building,
1-3 Pa Tau Stregt,

SaTin,

N.T.

Td. No. 2601 8747
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THE ENVIRONMENTAL PROTECTION DEPARTMENT
ONE-STOP SHOP OFFICES
(INCLUDING LOCAL CONTROL OFFICES) ADDRESSES

Locd
Control
Offices

One-gop Td. No.
Shop Offices Office Address for enquiry Control Didricts
Teritory East | 5F, Nam Fung 27555518 Kwun Tong, Wong
Commerdd Centre, Ta Sn,
19 Lam Lok Stred, S Kung
Kowloon Bay, Kowloon
Teritory South  2/F, Chinachem Exchange 2516 1718 Eagtern,
Square, Southern,
1 Hoi Wan Stredt, Quarry Centrd
Bay, Westen,
Hong Kong Wancha
Territory West| 7/F, Chinachem Tsuen 24119621 | TuenMun,
Wan Plaza, 455-457 YuenLong
Cadtle Pesk Road, Tsuen
Wan, N.T.
Teritory Units 1-10, 11/F, Tower 1, 2634 3800 Shtin,
North Grand Centrd Plaza, Shatin Ta Po,
Rura Committee Road, North
Shdin, N.T.
UrbanEagt | Suite UG01-02, 2402 5200 Kowloon City, Yau
Block 2, Ho Fa Tam Mong, Sham
Commercd Centre, 222- Shui Po
224 Sai Lau Kok Road,
Tsuen Wen, N.T.
UrbenWest | 8/F, Tsuen Wan 2417 6084 Kwa Tang, Tsuen
Government Offices, Wean, Outlying
3B Sa Lau Kok Road, Idands

Tsuen Wen, N.T.
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THE GASSTANDARDS OFFICE OF THE
ELECTRICAL AND MECHANICAL SERVICESDEPARTMENT

Enquiries concerning towngas and liquefied petroleum gas inddlaion works can be
mede at the following address of the above Department -

98 Cardline Hill Road,
Causawvay Bay,
Hong Kong.

Tel. No. : 2808 3393



LIST OF FIRE PROTECTION OFFICES AND

Appendix IV

VENTILATION DIVISION OF THE FIRE SERVICES DEPARTMENT

offices :-

Enquiries can be mede dther by tdephone, in writing, or in person at the following

Hong Kong Idand

The Senior Divisond Officer (Protection),
Hre Protection Regiond Office,

Sheung Wan Fre Station,

No. 2 Western Fire Services Stredt,
Hong Kong.

Td. No. : 25498104

Kowloon

The Senior Divisond Officer (Protection),
Hre Protection Regiond Office,

No. 1 Hong Chong Road, 2/F,

Tam ShaTau Ead,

Kowloon.

Td. No. : 2733 7542

New Taritories

The Senior Divisond Officer (Protection),
Hre Protection Regiond Office,

ShaTin Fre Sation,

Y uen Wo Road,

SaTin,

New Teritories.

Tel. No. : 2604 7223

Ventildion Divison

The Enginer (Vertilaion)

Fre Protection Command,
No. 1 Hong Chong Road, 3/F,
TIm ShaTau Ead,

Kowloon.

Td. No.: 27337571
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Appendix V

Main Requirementsfor thel ssue of a Factory Canteen Licence

Ordinary premises do not usudly come up to the sandard required of a factory
canteen. You will have to carry out cartain improvements before a licence may beissued. Unless
exempted by the Licenang Authority, the fallowing are the more essantid requirements -

(A)  Hedth Requirements
1. The premises hdl be painted or limewashed in alight colour.

2. The floors and internd surfaces of the wadls of the food preparation room, scullery
gpace and kitchen to a height of not less than two metres shdl be surfaced with
gmoath light coloured impervious materids such as glazed tiles and the junctions
between the wals and the floor shal be coved.

3. The food preparation room, scullery space and kitchen shdl be o gted thet thereis
direct access to the seeting area without the necessity of passing through ayard or

other open space.

4, The minimum aggregate area of kitchen, food preparaion room and scullery spece
shdll be 15% of the gross floor area, but not lessthan 6nrf.

S. Tollet fadlities -

l. Cudomers Minimum Sandard
@ 25orless (M) *1
(3] (* for both s=xes)
(b) 26-50 (M) *1 1

(3] (* for both s=xes)
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(© 51-100 (M) *2
(F) (* for both sexes. The WCs should

be physicaly segregeted from each
other and provided with separate
entrances so that they could be
ussd separady by different ssxesa
the sametime)
(d 101-200 (M) 1 1
(F 2 -
(& 201-300 (M) 1 2
(F 2 -
(fH 301-500 (M) 2 3
(F 3 -
(@ 501-700 (M) 2 4
(F 4 -
B. Sf Ftments for cusomers could be shared by
canteen .
. For over 700 cugomers :-
A. Cugomers
Type Mde Femde
W.Cs Under 400, 1 W.C. for every 1000Under 200, 2 W.C.s for every 100
or part thereof. or part thereof.

Over 400, 5 W.Cs and 1|Over 200, 5 W.C.s and 1 additiond
additiond W.C. for every 250, or{W. C. for every 100, or part thereof,
part thereof, over 650. over 300.

Urinds 1 Urind for every 50 or pat]
thereof.
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Type Mde Femde
W.Cs Under 100, 1 W.C. for every 251-10indugve, 1 W.C.
or part thereof. 11-25inclusve, 2 W.Cs

Over 100, 5 W.Cs and 1Over 25 3 W.Cs and 1 additiond
additiond W.C. for evary 50, or|W. C. for every 25, or part thereof,
part thereof, over 150. over 50.

Urinds 10-50indusve, 1 urind.

Ove 50, 2 urinds and 1 additiond
urind for every 50, or part thereof,
over 100.

N.B. If thetotd number of mde and femde employessiis less than 10, 1 W.C. dhdl be
Oeamed to be sufficient.

Note for toilet fadlites :-

(@  Thetailets should not communicate directly with a kitchen, food preparaion
room, food gore scullery oace and they mugt be 0 Sted that cusomers
wishing to use them do not have to pass through any such kitchen, food
preparation room, food store or scullery space.

(b)  The number of cusomes ae basad on the maximum cgpadty of the
canteen and determined a the rate of one customer for every 15 9.
metres of sedting aea The proportion of mae cudomers to femde
cusomersisdeemedto be 1:1.

6. A greasetrgp shdl be provided between drain trgps and main sawer.
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10.

11

12.

13.

14.

15.

Naurd and/or mechanicd means of vertilation shdl be sufficent in every pat of the
premises other then thet usad exdudvely for sorage purposes. If only mechanicd
meansin usad, outdde ar amounting to not less than 17 cu. metre per hour for each
person mugt be provided therain.

A med hood propaly connected to ar-duct fitted with an extrection fan of
adequete capacity shdl be provided over dl cooking soves in the kitchen and food
room. The exhaus shdl be aranged to pass through a greese filter before
discharging into the open ar or & roof leve in such a pogtion as not to be a
nuisance.

If solid fud or diesd all is used, an independent chimney mus be inddled. Every
chimney sack shdl be caried up aove the roof levd of the highest point of the
building to a height of a lees 900mm and prior goprova from the Buildings
Department and the Environmental Protection Department must be obtained.

All extraction fansinddled on the premises shdl be discharged into the open ar a a
height of a least 2.5m above ground or dreat leve and in such a manner as not to
be anuisance

No manhole shdl be Stuated in any food room. (Note : The re-gting of manhdleis
a dranage dteration which reguires the goprova from the Director of Buildings. It
is the applicant's respongibility to seek such goprovd.)

All soil/iwagteranwater pipesindgde any food room shdl be endosed in pipe ducts
condructed of impervious rus-proof maerid to the stisfaction of the Licenang
Authority. Suitable ingoection openings shdl be provided to such enclosures.

Dug and vermin proof cupboards shdl be provided for the dorage of deen
crockery, utendls etc.

Glazed wash+hand basns shdl be inddled () within reasonable digance of each
water dost or urind, and (b) in each food preparation room.

Suitable wash-up Snks shdll be ingaled in each food preparation room and scullery
space.
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®)

16.

17.

18.

19.

Manswater mug belad on to the premises

All fdse calings, pandling, decorations ec. forming hollow spaces and potentiad
harbourage for rats and cockroaches shdl be rendered accessible for deansing and

ingpection.

A Hre Savices Cetificate in repect of the premises under gpplication for afactory
canteen licence shdl be obtained from the Director of Fre Services.

There shdl be displayed outsde eech entrance of the factory canteen a natice in
Englishand Chinese -

"FACTORY EMPLOYEES OF THISBUILDING ONLY"

Structurd Safety and Means of Escape

1.

2.

Suspended floors should be designed for aminimum superimposed load of 5 kpa
Where extensve dteration and additiond works are to be caried out to the
premisss, it is srongly recommended that the services of an authorized person
(architect, dructurd engineer or building surveyor) registered under the Buildings
Ordinance be sought.

Premises should be condructed of fire ressing materids which iy the provisons
of the Building (Condruction) Regulations

No hazardous trades should co-exist on the premises. The policy of "fird-come-
firg-sarved" is normally gpplied when both gpplications are recalved.

Premises should normdly have two or more exits discharging to the dreet.

Premises should normdly have two darcases to roof or one darcase to roof where
accessto adjoining property viaroof ispossble.
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7. For means of escape, the Code of Practice on Provison of Means of Escgpe and
PatV of the Building (Fanning) Regulations, Cap. 123 will goply.

8. Factory canteens are not permitted on the upper floors of Sngle saircase buildings

Note: For enquiries please contact the Buildings Depatment a 16/F., Pioneer
Centre, 750 Nathan Road, Kowloon.
Tdephone No. 2626 1257

(C©) HreSady

1. If premises have only one exit, fud should be redricted to dectricity, town ges
piped liquefied petroleum gas from chamber or died ail.

2. If premises have only one darcase and are not provided with access to adjoining
property via roof, fud should be redricted to dectridty, town gas, piped liquefied
petroleum gas from chamber or died all.

3. For fire sarvices inddlaions and equipment for the premises, the Code of Prectice
(Minimum FHre Sarvices Inddlation and Equipment) will goply.

Note: For enquiries please contact the Fre Protection Commeand of the Fire
Savices Depatment.  The addresses and telephone numbers are detalled

a Appendix IV.
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SUPPLEMENTARY NOTE

COMMON OBJECTIONS FROM GOVERNMENT DEPARTMENTS CONCERNED

If apremises in afactory or an indudtrid building are to be used as a factory canteen,
the lease condition of the premises, which does not normdly provide for the seiting up of a factory
canteen, must be modified to meet thet purpose. However, modification of lease conditions will not
normdly be congdered in the following drcumsances

(A)  Fom Lands Depatment'spoint of view, if the canteen is -

1. at or near ground floor levd and have an exdusve direct access to the Street except
for emergency use

2. in arees s&t adde under lease conditions for access, parking, loading or unloading of
vehides

3. acquired from a private tresty grant for soedd purpose (not for the purpose of
factory canteen); or

4, exceeding in area 10% of the totd gross floor area of the factory premises on the
|ot.

(B)  Fom Buildings Depatmentspoint of view, if the canteeniis -
1. gructurdly unsuitable (unauthorisad Sructure is an example);
2. having inadequate fire escape provisons or fire separdtion;
3. not totally congructed on noncombustible building meterids, or

4, deprived of proper fire sgparation from other parts of the area,
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(©)  FHom Hre Sarvices Depatment'spoint of view, if the canteen is -
1 Stuated dose to adangerous goods sore within a certain distance;

2. occupying the common parts of the building and/or obstructing the means of egress
of adarcase discharge point; or

3. to use fud other than dectricity, town gas piped liquefied petroleum gas from
chamber and died ail.

Disk : FC(A Guide to Application)
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A ix 11

THE ENVIRONMENTAL PROTECTION DEPARTMENT
ONE-STOP SHOP OFFICES
(INCLUDING LOCAL CONTROL OFFICES) ADDRESSES

One-stop Office Address Td. No. Control Didricts

Shop Offices for enquiry

Taritory Eas | 5/F, Nam Fung 27555518 Kwun Tong, Wong
Commeraid Centre, Ta Sn, Sa Kung
19 Lam Lok Stred,
Kowloon Bay, Kowloon

Teritory South  2/F, Chinachem Exchange 2516 1718 Eagtern, Southern,
Square, Centrd and Western,
1 Hoi Wan Stredt, Quarry Wancha
Bay,
Hong Kong

Locd |Teritory West| 7/F, Chinachem Tsuen 2411 9621 Tuen Mun,
Control Wan Plaza, 455-457 Yuen Long
Offices Cadtle Pesk Road, Tsuen
Wan, N.T.
Teritory Units 1-10, 11/F, Tower 1, 2634 3800 Shdin, Ta Po, North
North Grand Centrd Plaza, Shain
Rurd Committee Road,
Shdin, N.T.
UrbanEag | Suite UG01-02, 2402 5200 Kowloon City, Yau
Block 2, Ho Fa Tam Mong, Sham
Commercid Centre, 222- S Po
224 Sa Lau Kok Road,
Tuen Wen, N.T.
UrbenWest | 8/F, Tsuen Wan 2417 6084 Kwa Tang, Tsuen

Government Offices, Wean, Outlying
38 Sa Lau Kok Road, Idands
Tsuen Wen, N.T.






