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Application for Hiring of Venues in EdUHK (OCIO)
(For Outside Organisations)

	Notes:
	1. Please read the terms and conditions before completing this form.

2. The completed form should be returned to the OCIO by email (helpdesk@ocio.eduhk.hk) at least 21 working days before the day of use.
3. The applicant’s personal data will be used by the OCIO in accordance with the Personal Information Collection Statement (PICS) of the University in connection with considering the applicant’s application for venue hiring and processing venue hiring administration.



	Part I: Details of Hiring Organisation


	Name of Hiring Organisation:
	(in English)
	
	(in Chinese)


	Nature of Business:
	□ Charitable*/ Public / Community Service               □ Others (Please specify __________________________)       


	Name of Contact Person:
	(in English)
	
	(in Chinese)


	Position held by Contact Person:
	


	Correspondence Address:
	


	Contact Telephone No.:
	(office hours)
	
	(non-office hours)


	Fax No.:
	
	E-mail Address:
	


* Documentary proof of charitable status must be provided and submitted together with this application form.
	Part II: Details of Activity


	Title of Proposed Activity:
	
	
	


	Purpose of Activity:
	
	
	


	Source of Participants:
	
	Number of Participants:
	


	Part III: Details of Venues Required 


	Date
	
	Time
	
	Sites / Locations
	
	Venue Type
	
	Venue/Room Number
	
	For Office Use Only

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


	Part IV: Undertaking

	I confirm that the above information is true and accurate. I have read, understood and shall abide by the “Terms and Conditions” of the application. I further undertake not to hold The Education University of Hong Kong liable for any legal claims arising from the use of the venue.



	
	
	
	
	

	Name in Block Letter / Position
	
	Signature and Chop of Hiring Organisation
	
	Date


-----------------------------------------------------------------------------------------------------------------------------------------------------------------
	For Office Use Only:
	
	
	
	
	


	i)
	Booking is recommended/not recommended #
	ii)
	Booking is approved/not approved #


	
	Signature
	:
	
	
	Signature
	:
	

	
	
	
	(Processing Staff)
	
	
	
	(Chief Information Officer)

	
	Date
	:
	
	
	Date
	:
	

	
	Remarks (if any)
	:
	
	
	Remarks (if any)
	:
	


( # Delete as appropriate)

Terms and Conditions

1. Application should normally be made at most 2 months and at least 21 working days prior to the day of use, giving details of date, time and other requirements.  Incomplete application form will result in delay of processing.

2. The University's name shall not be used in conjunction with the activity to be held, and the University bears no responsibility for this activity.

3. Any requests for charitable organisation charge rate should be supported by documentary proof of charitable status to be submitted together with this application form; otherwise, the University reserves the right to charge at non-charitable organization hiring rate.
4. A deposit of 50% of the rental charge must be paid upon confirmation of booking when the rental charge is over $10,000.  For the rental charge of or below $10,000, full payment prior to the date of use is required.
5. Any cancellation or amendment to venue, date and time, and equipment must be given in writing at least 3 working days before the function.
6. The use of University venues for themes or purposes not aligned with the University’s purposes and/or commercial use is strictly prohibited.
7. The University reserves its right to cancel, change and suspend a booking prior to the date of use.  A refund will be made accordingly.
8. When typhoon warning signal No. 8 or above, or black rainstorm warning signal is hoisted, the booking will be cancelled automatically.  A refund will be made accordingly.

9. Smoking, drinking and/or eating are not allowed in any hired venues in the Campus.

10. Prior approval for posting of notices has to be obtained.
11. No furniture and equipment is to be moved in or out of the venues except with the prior approval of the Estates Office of the University.

12. Any audio-visual equipment to be brought into the hired venues by the hiring organisation has to be in a safe and sound condition to avoid any possibility of fire hazard.

13. The hiring organisation is responsible for any damage, loss or injury arising from the use of the hired premises.

14. The hiring organisation shall take out sufficient insurance policies to indemnify the University against all risks arising there from or in connection with the hired functions.
Personal Information Collection Statement (PICS)


The personal data provided in this Form (including the login information) is collected and will be used for the purposes of processing your application/request/data matching/communicating with you for such purpose.  Your personal data collected might be transferred or shared with the relevant internal parties of the University but will not be transferred to any outside parties.  The collected data will be purged after 3 years.


Please note that it is mandatory for you to provide the personal data required or we might not process your request.  You have the right to request access to and correction of information which is held by the University, at a charge in some cases may be, by writing to helpdesk@ocio.eduhk.hk.

For details of the University’s Privacy Policy Statement, you could visit https://www.eduhk.hk/en/privacy-policy.

收集個人資料聲明
本表格所收集的個人資料僅用於處理是項申請/資料核查/聯絡閣下之用。所收集的個人資料可能會轉移或披露予內部相關方，但不包括無關之第三方。所收集之資料將於三年後銷毀。

請注意 閣下必須提供所需的個人資料，否則本處將無法處理閣下之申請。閣下可以電郵 helpdesk@ocio.eduhk.hk 查詢或修改閣下所呈交的個人資料，其中可能產生之行政費用將由閣下支付。

有關大學的私隱政策聲明詳情，請瀏覽 https://www.eduhk.hk/zht/privacy-policy 。
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