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Appendix 1 (English Only)
Approval Process for Departmental

Activit(ies) at Sports Facilities

,
Department submits a booking form to SAO PE at saope@hsu.edu.hk 2
*Booking form “PE-F-036” can be found on SAO PE’s website under “Sports Facilities”
\\ J
( \ 7 )
The duration of the activity is over 3 hours _ o
e.g., a Department Basketball Competition The duration of the activity is under
from 12:30 to 5:00p.m. 3 hours
Set up time: 11:00 to 12:30p.m. e.g., a Department yoga class from
Clean-up time: 5:00 p.m. to 6:30 p.m. 12:30p.m. to 1:45p.m.
\ y, total set up time and clean up time:
15 minutes
e AN /
SAO PE sends a Google Form link to the - \
Department for the activity proposal SAO PE receives the booking form
(The Department is required to submit the and reserve the sports facilities for
. the Department
activity proposal at least 3 calendar weeks
before the event date) . /
L J
SAO PE confirms the reservation with
the the Department
SAO PE seeks approval from DSA or her
delegate on the behalf of the
Department The Department settles payment (if
any) via PE coupons
DSA approves DSA disapproves

SAO PE informs the Department
their reservation has been
approved and confirmed

SAO PE informs The
Department their
reservation is not approved

The Department settles payment
(if any) via PE Coupons

The Department reviews the
duration of their event or
seeks another venue
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Appendix 2 (English Only)

Approval Process for Student Organisations Activit(ies) at Sports

Facilities

Student organisation submits the booking request to SDCL which includes the

activity proposal in Google Form format

*Student organisation is required to submit the activity proposal at least 3

calendar weeks before the event date

SDCL to check the availability of the requested venue via the eBooking system

Venue is unavailable

Venue is available | ( The duration of the activity is under 3 hours

SDCL informs student
organisation their regested
venue is unavailable

e.g., a Dodgeball fun day for RC residents

Set up and clean up time: total 1 hour

L from 2:30p.m. to 5:30 p.m. at the Sports Hall

Student organisation to
revise their activitiy date or
seek another venue

N
The duration of the activity is over 3 hours,
eg., an orientation day from 12:30p.m. to 5:30.pm.
Set up time: 10:00-12:00nn then lunch break
Clean-up Time: 5:30 p.m. to 7:00 p.m.
J

DSA disapproves

SDCL forwards the booking request of the student
organisations to SAO PE if DSA has not been notified

SAO PE to seek approval from DSA or her
delgate on behalf of the student organisation

SDCL informs student
organisation their activity is
not approved

DSA approves

SAO PE informs SDCL their reservation has been
approved and confirmed

The student organisation
could review the duration
of their event or seek
another venue

SDCL confirms student organisation their
reservation is confirmed

-
SDCL forwards the

booking request of
the student
organisations to
SAO

student organisation to settle the booking fee via
PE Coupons

\—

N\
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