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Appendix 1

Approval Process for Departmental Activities at Sports Facilities

Department submits a booking form to PE Section at saope@hsu.edu.hk
*Booking form “PE-F-036” can be found on PE Section’s website under “Sports

Facilities”

( )

The duration of the activity exceeds 3 hours
e.g., a Department Basketball Competition
from 12:30 to 17:30

The duration of the activity is less
than 3 hours

e.g., a Department yoga class from
12:30to 13:30

The Department submits the application with
an activity proposal via Microsoft Form
provided by PE Section up to one year prior
to the event date

PE Section seeks approval from DSA or the
delegate on the behalf of the Department

PE Section receives the booking
form and reserve the sports facilities
for the Department

PE Section confirms the reservation
with the Department

The Department settles payment (if
any) via PE coupons

DSA approves

DSA disapproves

PE Section informs the
Department the reservation has
been approved and confirmed

PE Section informs the
Department the reservation is
not approved

The Department settles payment
(if any) via PE Coupons

The Department reviews the
duration of the event or seeks
another venues
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Appendix 2

I

Approval Process for Student Organisations Activities at Sports Facilities

Student organisation submits the booking request to SDCL with the activity proposalin
Microsoft Form up to 2 months prior to 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 less than 3

SDCL informs student

organisation the requested

venue is unavailable

hours

e.g., a Dodgeball fun day for RC residents
L from 14:30 to 17:30 at the Sports Hall

Student organisation seeks

The duration of the activity exceeds 3 hours
eg., an orientation day from 12:30 to 17:30

another date/venue
SDCL forwards the booking request of the
student organisation to PE Section if DSA has
not been notified
PE Section to seek approval from DSA or her
delgate on behalf of the student organisation
DSA disapproves

DSA approves

SDCL informs student
organisation the activity is
not approved

PE Section informs SDCL the reservation has
been approved and confirmed

7

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

)

SDCL confirms student organisation the
reservation is confirmed

Student organisation to settle the booking fee by
PE Coupons

\

SDCL forwards the
booking request of
the student
organisation to SAO

N

J
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