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Purpose 
 
1) This policy is to set out the management principles and procedures for exhibited 

materials on Tai Po Campus (TPC) by all units of the Institute. 
  
 
Facilities for Exhibited Materials/Materials 
 
2) The exhibited materials or materials stated herein include posters, banners, 

signage, display etc. which serve to promote some functions/events/ideas.  
 
 
3) Broadly speaking, facilities/areas for exhibited materials on TPC can be 

categorized into: 
 

a) Individual Unit Poster Board (“IUPB”) :-  
 Poster boards allocated to individual units including respective academic & 

administrative units, Students’ Union (SU), the staff associations, etc. for 
displaying their relevant information. Some IUPB managed by the SU 
would be used for posting of relevant exhibited materials of student units, 
affiliated associations under the SU, etc. Locations of IUPB are illustrated 
in Annex I.  

 
b) General Poster Boards (“GPB”) :- 

Poster boards which are centrally managed by the Estates Office (“EO”) for 
displaying general information and events, Institute functions/events, etc., 
Locations of GPB are illustrated in Annex I. 
 

c) Temporary Designated Posting Areas (“TDPA”) :- 
Some temporary pre-designated posting areas on the Ground Floor of the 
academic buildings and in the Learning Commons managed by the EO 
which would only be released for use during a certain specified period of 
time for wider and larger scale publicity of major functions/events such as 
the New Student Orientation Programme (“NSOP”), annual election of the 
SU, affiliated clubs/associations of SU and departments, etc. Locations of 
these TDPA are illustrated in Annex II. 
 

 These Annexes would be reviewed, revised and approved by the Estates 
 Development and Management Committee and announced by the EO from time 
 to time. 

 
 
 
 



Management of IUPB 
 
4) Individual units are free to put up their own materials or those of other units 

with their consent on their IUPB. In either case, individual units are held 
responsible for the materials on their IUPB and hence they are expected to make 
reasonable effort to ensure that the materials displayed on their IUPB should not 
contain any defamatory or indecent content irrespective of the owner of the 
materials displayed on IUPB. 

 
5)  On display of materials on their IUPB, for administration efficacy, individual 
 units are requested to: 
 a) mark clearly the period of posting; and 
 b) stamp their respective official chops on the materials to be displayed.   
  
6) Individual units are responsible for updating the materials displayed on their 

IUPB regularly. Normally, it is suggested that the display of the same materials 
should not exceed four weeks unless the message to be conveyed by the 
materials requires a longer period.  

 
7) The EO reserves the right to take back any IUPB allocated which is persistently 

underutilized or displaying materials long outdated despite repeated warnings 
by the EO.  

 
 
Management of GPB 
 
8) There are on TPC some GPB centrally managed by EO for displaying general 

information and events, Institute functions/events, etc of any unit.  
 
9) Units seeking to display information for general activities shall submit a sample 

of the poster to the EO for stamping and shall mark clearly on the poster the 
total number of the poster and the period of display before posting. Subject to 
the availability of GPB at the time of event, generally no more than 100 nos. of 
A3 size poster shall be posted up for a single event.  

 
10) The period of display shall normally not exceed four weeks unless the 
 information/publicity requires a longer period. 
 
 
Management of TDPA  
 
11) There are some temporary pre-designated posting areas on the Ground Floor of 

the academic buildings and in the Learning Commons (listed out in the attached 
floor plans) managed by the EO which would be used for a certain specified 
period of time for posting of larger quantity of posters to publicize major 
functions/events such as the New Student Orientation Programme (“NSOP”), 
annual election of the SU, affiliated clubs/associations of SU and departments, 
etc. The TDPA would only be released for use when the existing provisions of 
IUPB and GPB could not meet the demand. 

 
12) Applications for display of publicity will have to be submitted to the EO not 

less than two weeks in advance. 



  
13) Subject to the availability of space at the time of event, generally no more than 

200 nos. of A3 size posters for a single event from each applicant would be 
entertained.  

 
14) The period of display is four weeks and the units shall remove the posters 

within one week after the period of use 
 
15) In case the no. of applicants to use the TDPA exceeds its capacity, the EO would 

endeavor to ask the applicants to compromise on the period of use first; failing 
which, would the EO then decide on the period of display among the applicants 
by ballot.  

 
16) In case the posting unit fails to remove the posters after the period of use, 

pursuant to paragraph 13, the EO reserves the right in removing the posters 
without prior notice. Unit failing to observe the above would be warned and 
repeated non-observance of this would lead to suspension of the right to use the 
TDPA by the relevant unit in the future. 

 
 
Defamatory/Indecent Materials 
 
17)  In case defamatory or indecent materials are found and the individual unit 

managing the poster boards fails to remove the materials despite urge by the EO, 
a written notification will be issued by the EO requiring the said individual unit 
managing the poster boards and/or the parties preparing the materials to remove 
the materials within a specified period of time. 

 
18)  Shall the individual units/parties preparing the materials not agree with the EO’s 

urge/warning, they may appeal their case to an Appeal Committee for Display 
of Exhibited Materials appointed by the Estates Development and Management 
Committee (EDMC) which shall consist of a student, an academic staff and an 
administrative staff.  The decision of the Appeal Committee shall be final. 

 
 
General Provisions  
 
19) For safety reason, no posting of materials outside IUPB, GPB and TDPA is 
 allowed at all times unless with prior consent of the EO. The EO reserves the 
 right to remove the posters/materials displayed outside IUPB, GPB and TDPA 
 without notice to the posting units/units preparing the materials. 
 
20) The materials displayed shall be posted and maintained in a safe and tidy 
 manner, which shall not physically obstruct the access to or the sight of 
 directory signs, fire signage and exit, fire-fighting equipment and/or 
 installations. The EO will remove, without notice, any poster which is not fixed 
 properly and/or would cause hazard or inconvenience to campus users.  
 
21) Use of adhesive materials for posting of materials which may cause damage or 

stain to building fabrics, structures and surfaces is strictly forbidden. Units 
posting the materials are liable for reinstating the condition of the places and the 
EO reserves the right in recouping the relevant cost of reinstatement from the 



posting units/units preparing the materials. 
 
22) This policy supersedes any previous policy/guidelines on display of 

posters/materials from the date of its approval.   
 
23) This policy will be reviewed and amended wherever appropriate and from time 
 to time. 
 
 
Approved by EDMC on 13 December 2013. 


