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Fax : 2948 8407


Application for Hiring of Quiet Room (For Outside Organisations)

	Notes:
	1. Please read the terms and conditions and the charges of hired venue overleaf before completing this form.

2. The completed form should be returned to the Centre Office (Fax: 2948 8407) at least 3 weeks before the day of use.


	Part I: Details of Hiring Organisation


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


	Nature of Business:
	□ Religious/Spiritual/Charitable*               □ Public or Community Service               □ Commercial       


	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


	Date :
	
	Time:     
	


	Title of Proposed Activity:
	
	
	


	Purpose of Activity:
	
	
	


	Source of Participants:
	
	Number of Participants:
	


	Charge: 
	HK$ 100 / 200 /425  # per session
	X
	
	=
	HK$

	          
	Rate
	
	Number of Sessions
	
	Total


	Part IV: Undertaking

	
I, on behalf of 
 

 
    







             , accept the term and 





          (Name of the hiring organisation)

conditions and the hiring charges, and understand that The Education University of Hong Kong is not liable for any legal claims arising from the hired function.

	
	
	
	
	

	Signature
	
	Official Chop of the Hiring Organisation
	
	Date


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


	i)
	· Booking is recommended
· Booking is not recommended
	ii)
	· Booking is approved
· Booking is not approved


	
	Signature
	:
	
	
	Signature
	:
	

	
	
	
	(Processing Staff)
	
	
	
	(Centre Manager)

	
	Date
	:
	
	
	Date
	:
	

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


( # Delete as appropriate)
	
	

	
	Enquiries : 2948 8285
Fax : 2948 8407


Application for Hiring of Quiet Room (For Outside Organisations)
	Venue Hiring Charges and Other Terms and Conditions


Table 1: Venue Hire Charges
	Venue
	Seating Capacity
	Hiring Charges of Every 2-hour session (HKD)

	
	
	Religious/Spiritual/
Charitable Organisation
	Public/Community Service Organisation
	Commercial Organisation

	Quiet  Room
	40p
	HK$100.00
	HK$200.00
	HK$425.00


Remarks:
1. Mattresses and cushions will be provided free of charge. Please return to the original place after use. Damage will be charged of recovering cost and handling cost.
2. All audio, video, computer, projector or other equipment and technical support for using the equipment, if necessary, will be provided by the hiring organization itself. The Centre will not accept responsibilities of any kind for providing, preparing or using of the equipment.
3. Every two hours is regarded as one single session which is the minimum timeslot for venue charge.

Terms and Conditions

1. Application should normally be made at most 2 months and at least 3 weeks 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 or Centre’s name shall not be used in conjunction with the activity to be held, and the Institute or Centre 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 Centre reserves the right to charge at non-charitable organisation hiring rate.
4. Payment for charges on the Quiet Room should be made at least 3 weeks before the activity is held. A cheque payable to Hong Kong Institute of Education should be sent to Centre for Religious and Spirituality Education, The Education University of Hong Kong. Please DO NOT send cash. No refund will be made under normal condition.
5. Any cancellation or amendment to booking must be given in writing at least 3 working days before the function. No refund will be made for shorter period of notice.
6. Activities at the Quiet Room should be strictly limited to quiet religious/spiritual activities like meditation and religious/spiritual ritual or practice. The Centre reserves its right to cancel, change and suspend a booking prior to the date of use. A refund will be made accordingly.
7. 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.

8. Naked fire (for example, candle lights), smoking, drinking, eating and using mobile phones are not allowed in the Quiet Room.
9. Shoes should be taken off and put on the shelves before entering the Quiet Room.

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 Quiet Room except with the prior approval of the Centre.
12. Any equipment to be brought into the Quiet Room by the hiring organisation has to be in a safe and sound condition to avoid any possibility of electric shock or fire hazard.

13. The hiring organisation is responsible for any damage, loss or injury arising from the use of the Quiet Room or the University’s 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 function.
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