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Legal Aid Department
The Controlling Officer’s
Environmental Report 2017

Environmental Goal

The Legal Aid Department is committed to
ensuring that its operation, business and
activities are conducted in an environmentally

responsible manner.

Environmental Policy

The Department has formulated an

environmental policy which is premised upon

three tenets.

1 The first is to ensure that through active
encouragement, each staff member is
aware of the importance of responding
to environmental issues so that
environmental efforts become the
responsibility of every staff member and
not just the responsibility of the
management.

2 The second is the implementation of the
3R Principle of “reduce, reuse and
recycle” by all staff to reduce waste
because of the increasing difficulty to
locate suitable sites for landfill which is
the primary method for waste disposal

in Hong Kong.
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The third is the continued formulation of

sustainable measures to reduce
departmental use of resources and

energy.

Environmental Objectives

The Department’s objectives are:

1

To comply with all domestic
environmental regulations and adopt
directives and guidelines promulgated
by the Government as appropriate.

To promote handy tips to raise staff
awareness of  the need for
environmentally friendly behaviour in all
aspects of their work activities and in
their home lives. To instil in staff the
habit of turning off lights when not in the
office and turning off those electrical

equipment that are not in use.

To continue to explore ways to reduce

electricity and paper consumption,
improve internal environmental
practices and maximise recycling

practices.
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Green Manager and
Environmental Officers

The Departmental Secretary is the designated
Green Manager of the Department and all
Senior Law Clerks | of each section and the
Deputy Departmental Secretary are appointed
Environmental Officers. They are responsible
for implementing various environmental
protection measures and monitoring the

performance in the respective sections.
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Environmental Initiatives and
Housekeeping Measures Taken
in 2017

Reducing the use of paper

1 For finalisation of legal aid cases, only
the part of the account forms with data
input would be printed out and thus
reducing the usage of paper;

2 Aided clients and judgment debtors were
encouraged to pay contributions and
judgment sums by “Payment by Phone
Service” (PPS), Bank Automated Teller
Machine (ATM) or Internet Banking
which help doing away the issue and the
mailing of receipts;

3 Assigned lawyers were requested not to

correspond with the Department by fax
and by post/ DX and to limit fax for
urgent matters;

4 Departmental publications were
uploaded onto the Homepage and
greater care was exercised to avoid
excessive printing of hard copies;

5 The Annual Departmental Report was
published in electronic format only;

6 Whenever possible, the Staff Newsletter
would be sent to retired staff by email;

7 Staff were encouraged to minimise paper

consumption by:

I. conducting paperless meetings to
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reduce the printing of agenda,
minutes of meeting and reference
materials;
providing in-house training
materials to colleagues on soft
copies instead of hard copies and
uploading such materials onto
the departmental portal for staff’s
reference;
arranging dissemination of
circulars and other documents
electronically as far as possible
instead of issuing individuals with

personal copies;

iv. EBERIEHHFNEE ; iv.  minimising photocopies;

V. AREEER V. using both sides of paper;

vi.  EFITENHES2ENH - SR EEETH vi. proper setting and use of
ge » LUESEEITED /=2EN » M TS printers/copiers  to  facilitate
REERITEN /HEMRERR ; double-side printing/copying and

minimize abortive
printing/copying;

vii.  IBEE—EARANFKRBEERLE vii.  using blank side of used paper for
drafting;

viii. DB NEZEIENSEBE ; viii. using electronic mail and
telephone for internal
communication;

ix. PIEFARE RIS ; ix.  reviewing and editing documents
in electronic means;

X. REEFRNBIEZER - TIEAE X. adjusting font size, margins, line

HIRI » UFBER I GES spacing, and page format to
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minimise the number of pages of a
document;

Xi. FEEISTAENIE] KL EEEIRREMN Xi. previewing printouts, in particular
BERRAGEER  UEEERIERT lengthy database and
ENMREE ; spreadsheet, in computer to

minimise abortive printing;

Xii. [RIEFRHEES  [HIEARITENEF xii.  avoiding printing of e-documents
X unless absolutely necessary;

xii. JRECEENSEERRER 220 xiii.  printing of multiple pages onto a
HIEENE—IRE L ; single sheet for filing of records

and reference materials;

xiv. HEFEHRBEERR xiv. avoiding the use of fax leader

pages;

xv. IHREREHRHENE /G xv.  avoiding the use of envelopes for

issuing notifications/letters;

xvi. E{EEHEHEERERNASVERE ; Xvi.  reusing loose minute jackets and

file covers;

xii. HBEEEFERE xvii. reusing envelopes as far as

possible;

xviii. (FREEHRIENEEER ; xviii. using obsolete letter heads for

incoming fax;

xix. BEFEHABER UENKEEHRE: xix. using recycled paper instead of
PAK ordinary paper where possible;

and

XX. PDIEEAINEER ez /\8h XX.  re-circulating paper-saving tips by

T,

FrEEERIYZEERERERR MAAEF
ENtE A4 AE+T NI s B Em R ENFNFTEN
INeE - WERE "IRREE . MIAEREE—

emails.

All fax machines support the use of plain

papers and all photocopiers and network

printers were installed with double-side
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printing function and “green tray” for }
blank side of used papers;

9 In some sections, faxes are received by
email so as to facilitate internal
circulation as well as to avoid printing
advertising messages;

10 Green boxes were placed at various
locations and waste papers were
collected for recycling; and

11 The Electronic Room Reservation
System and the Electronic Application for
Time-off for Medical Treatment/
Examination/ Consultation have been
launched to minimize paper

consumption.

Conservation of Energy and

Air Quality Improvement

1 Staff were reminded to switch off lights
and other electrical equipment and
appliances where appropriate;

2 Inkjet and toner cartridges for printers
and fax machines were returned to the
suppliers for recycling and refillable ball
pens were used,;

3 Articles and messages on various green
measures were published in the Staff
Newsletter and disseminated through

e-mail regularly;
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10

11

12

Staff were encouraged to use staircases
for inter-floor traffic in order to reduce
electricity consumption on lift services;
Air-conditioning hours were suitably set,
and air-conditioning units in
headquarters were gradually replaced by
new models with temperature adjusting
panel installed at working area so that
indoor air quality could be improved and
room temperature could be maintained
at a comfortable and energy-efficient
level;

Non-smoking office environment was
maintained,

T5 florescent tubes were used for most
office area to save energy;

Part of the newly renovated office area
was installed with LED light bulbs and
motion sensors switch to save even
more energy;

Light timers were installed to
automatically turn off toilet lights during
office closing hours;
Automated light adjustment devices
were installed in lift lobbies;

Drivers were required to switch off
vehicle engines while waiting. Surprise
inspections were conducted to ensure

compliance; and

Energy efficient electrical appliances
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were purchased as far as practicable,
including  equipment that  would
automatically enter power off or sleeping
mode.

Encourage Recycling

& Minimising Wastes

1 Decorative materials were kept for
subsequent use during staff functions
and festive seasons;

2 E-cards were wused during festive
seasons;

3 Took part in the waste separation
scheme held by the Building
Management Office.  Paper, metals,

plastic and glass were collected and

recycled;

4 Auto-sensitised water taps and dual
flushing modes were installed in toilets to
save water;

5 “Green procurement” concept was
adopted as far as practicable. For
example, recycled papers were
purchased instead of ordinary papers
where possible; and

6 Staff were encouraged to reduce and
recycle waste by using the online
Second-hand Exchange platform
introduced by the Environmental

Protection Department.
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Environmental Performance
Analysis

The Department delivers its services mainly in
an office environment and has therefore devoted
considerable efforts to contain its paper and

electricity consumption.

Paper Consumption (remark 1)

I Paper consumption in 2017 was 10 198
reams which represented an increase of
22.75% as compared to 2016.

il. Number of photocopies in 2017 was
4 280 348 which represented an
increase of 6.42% as compared to 2016.

Electricity Consumption (remark 1)

Power-check meters were installed in the

Headquarters, Kowloon Branch Office and Hong

Kong Sub-Office, and an electricity consumption

of 591 196 kilowatt hours (kWh) was recorded

for the three offices.

Remark 1:
Figures are rounded to the nearest integer.
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Emissions from electricity consumption in 2017

are estimated as follows Rremark 2):-

Sulphur Nitrogen .
= = gk A - : Respirable suspended
—FLiR aaAl? el dioxide oxides _
182 3757 ol
BIENT (SO3) (NOY) particulates (RSP)
=P 1129. 2 R 685.8 AFT 35.5 AfT Electricity | 1129.2kg | 685.8kg 35.5kg

AEBETH—WMEER— WK SSEIYEAR
S - AERRETERTINEIIER » £
EREL/HRBETIR - MEE=—O—LFME
1TEEEHD 20 594 RE -

ZO—t%F - AREHNERIENESSTINT

D) -

The Department also maintained and operated
one saloon car and one light goods vehicle, both
of which use unleaded petrol. Staff were
encouraged to use public transport as far as
possible when performing outdoor duties. In
2017, the total mileage of the two vehicles was

20 594 km.

Emissions from the vehicles in 2017 are

estimated as follows (remark 2):-

- Nitrogen oxides Respirable suspended
mAL BIRA R F (NOx) particulates (RSP)
==L ] 185 NFr wWE Vehicle 18.5kg Negligible

BN ERRREAREE AT (AR SBEREIE3)) FEMATERE

Remark 2:
The emissions are estimated based on the equation provided by the Environmental
Protection Department in its “Guide to Clean Air Charter Report Writing”.
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HIEFAE Miscellaneous Consumption

i. BERUNEFENGENWHES IS I The consumption of other consumable
3 069 2K 344 7 - EHZ O —/REELLE - stock such as pens and pencils were
BIEMFERASRY T 18.57% - BEHAE 3 069 and 344 which represented a drop
DY 2% ° of 18.57% and 22% respectively as

compared to 2016.

i. ZO—tHFREMRME/TEEZH i, The total trade-in on toner/inkjet
553 & » B O—7<EEINT 10. 38% © cartridges in 2017 was 553 which

represented an increase of 10.38% as

compared to 2016.

i. ZABEZO—tELIFFBIT@BLE- ii. The Department did not procure any
plastic bags in 2017.

FHERR Continual Commitment
AESHEENHHTIIBRREEE @ BSIRR The Department will continue to be committed to

BiE- its environmental policy and objectives.




