THE UNIVERSITY OF HONG KONG

University Lecture Theatres and Classrooms
Booking Guidelines, Procedures, and Regulations for External Organizations

Guidelines and Procedures

10.

Applications for the use of university facilities (excluding the Grand Hall, Lee Shau Kee Lecture Centre, which has a
separate set of booking guidelines and procedures; please contact the Examinations Office for details) from external
organizations are considered on a case-by-case basis, up to three months in advance and on the principle that
university activities shall not be affected by the functions. Booking of university facilities for regular functions will
not be considered under normal circumstances.

Booking priorities:-
1t University teaching and learning activities.
2n: Other University activities organized by University departments or units.
3¢ Activities not relating directly to the University but organized by University departments and units, provided
that such activities are not commercial or personal in nature.
4 Activities relating to education organized by external non-profit making bodies.
5. Activities not relating to education organized by external non-profit making bodies, provided that such
activities do not infringe the law.
6" Activities organized by profit-making bodies, to be considered on a case-by-case basis, provided that the
activities do not infringe the law. Approval is given only in exceptional circumstances.

Application from individual applicant will not be considered. Supporting documents must be produced for charitable
or non-profit-making organizations for special rates which will normally be accorded only to charitable organizations
approved by the Inland Revenue Department.

Applications should be submitted to:
Examinations Office
Room 239 B, 2 /F, Main Building
The University of Hong Kong
Pokfulam Road, Hong Kong

together with a copy of the Certificate of Registration (or other relevant documents certifying the legal status of the
applying organization) and a rundown of event.

Enquiries should be directed to the Examinations Office by email to roombook@hku.hk.

The provision of data as requested in the application form is voluntary, but applicants should note that insufficient
or inaccurate information will likely delay the processing of the application or result in the application  being
rejected. Data provided by the applicant will be used primarily for activities related to the assessment of the application,
actual arrangements of the function concerned, and other necessary follow-up actions related to the booking or function,
as appropriate.

Normal rental includes the use of lecture microphone and projector installed in the venue. Requests for additional AV
equipment and stand-by technician services, which are subject to separate charges and security deposits, should be
addressed to the Learning Environment Services at 3917 5122 (Main Campus) or 3917 8888 (Centennial Campus),
immediately after confirmation of the booking by the Examinations Office.

Special requests concerning physical layout, seating, air-conditioning, furniture arrangements etc. should be directed
to the Estates Office at 3917 2882, again immediately after confirmation of the booking.

Venue rental must be paid by cheque, which should be made payable to "The University of Hong Kong", within two
weeks from the date of the confirmation letter, or a week before the function, whichever the earlier. The University
reserves the right to cancel approved bookings for those who fail to comply with this payment requirement.

The University's name must not be used in conjunction with the function without the University's formal consent.
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General Regulations
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For the purpose of this whole set of document, the "Hirer" shall include his or her agents, servants, employees or any
independent contractors engaged by him or her.

Amendment or cancellation of bookings must be submitted to the Examinations Office in writing at least one
week before the function. An amendment/cancellation charge equivalent to 50% of the rental (subject to a
minimum of $300) will be imposed. Amendment or cancellation of bookings will not be accepted with

less than one week’s notice.

Normal activities of the University shall not be affected.

Seating capacity of the booked venue must not be exceeded and the hirer is required, if necessary, to produce plans to
control the number of participants in the venue to ensure that the capacity is not exceeded.

The Hirer and his or her guests bringing cars into University premises will be subject to normal car parking charges.

The Hirer is responsible for obtaining all permits and licenses from all Government bodies and/or public institutes
which by any enactment, are required in connection with any part of the function held in the venue during the booked
period. The University shall not be responsible for any claims, actions, demands and costs arising from the Hirer's
omission or negligence.

The Hirer is responsible for making arrangements with the relevant bodies regarding the use of copyrighted works (e.g.
films and original musical works).

The Hirer shall, at his own expenses, take out and keep in full force a Public Liability Insurance covering personal
injury and/or property damage to any person (include the participants, employees of the hirer or the hirer's agents)
arising out of the performance of any work or activity by the hirer at liability limit of no less than

HKD10,000,000 any one accident and unlimited during the period of insurance. The hirer shall provide a copy of the
policy to the University for verification before using of the hired venue.

Refreshments of any kind are not allowed to be served or consumed in the booked venue without prior approval of the
University. Smoking is not allowed in all university lecture theatres and classrooms.

Furniture cannot be moved in or out of the booked venue without prior approval of the Estates Office.

No publicity material is allowed to be displayed within the University premises, with the exception that, for venues
booked by the Hirer, the Hirer can utilize the notice boards installed therein for publicity materials concerning the
function on conditions that (a) all notices and posters already displayed on the notice boards should not be affected,;
and (b) the Hirer has to remove all such publicity materials at the end of the booking. The Hirer should note, however,
that not all theatres and classrooms are installed with notice boards.

The Hirer shall not affix any adhesive material on or drive nails, tacks or spikes into the wall or floor or fixture, fitting
or furniture in any part within the University premises.

Installation of temporary structures and/or additional electrical, lighting and AV equipment are not permitted within
the booked venue without prior approval of the University.

The Hirer is responsible for the cleanliness of the booked venue and must tidy up the venue at the end of the booking.
A service charge may be levied against the Hirer for cleaning any leftovers not removed by the Hirer.

The Hirer shall indemnify the University for all losses, costs, claims, and expenses which the University may incur or
suffer, and against all actions, claims or demands made by any person, arising from the act or negligence of the Hirer,
his or her guests or any other third party.

The University reserves the right to terminate any booking which may cause damage to any part of the University
premises, affect the University's normal activities, or against any of the regulations stated herein. The University
also reserves the right to forfeit the charges in full or in part paid by the Hirer.

From September 1, 2020, the Hirer must comply with the Disposable Plastic Free Campus Policy when using the
University lecture theatres and classrooms. Details of the policy are available at
https://www.estates.hku.hk/eo-general/sustainability/sustainability-policies/disposable-plastic-free-campus-policy
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Other Special Requirements

28.  All University classrooms and lecture theatre are designed and good for holding general lectures, seminars, and other
similar activities. Normal rental covers the use of the microphone (except for very small classrooms) and projector
installed inside the venue, plus standard lighting and air-conditioning. If additional AV equipment or any other special
services are required, it will then be the sole responsibility of the hirer to contact the responsible campus departments
for services before booking. A list of the major contacts is as follows:

Department Services Contact

Learning Environment Services [Enquiry on AV equipment |ithelp@hku.hk
installed at individual
venue; requests for
additional AV equipment;
technician support.
Safety Office Special setup, installation  [(852) 3917 2400
of temporary structures, use
of chemicals, or any other
activities which might have
safety implications.
Security and Parking Unit|Security within the campus, |(852) 3917 2882

Estates Office and parking services*
Customer Services Unit, Estates |Physical layout of the (852) 3917 2882
Office venue, seating, standard

lighting and air-
conditioning**, furniture
arrangements, etc.

* Hirers and their guests bringing cars into University premises will be subject to normal car parking charges. The
University regrets that it is not possible to provide valet parking or to reserve parking space for the hirer and their
guests.

**The temperature setting is 24 °C in Summer.
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Cancellation of Bookings under Bad Weather Conditions

29. Under the situations as listed below:

(i)  Tropical Cyclone Warning Signal No. 8 (or above) is hoisted; or

(i)  Tropical Cyclone Warning Signal No. 8 will be issued within two hours as announced by the Hong Kong
Observatory; or

(iii) “Extreme conditions” after super typhoons are in force (announced by the Government before the Hong Kong
Observatory replaces Tropical Cyclone Warning Signal No. 8 with Tropical Cyclone Warning
Signal No. 3); or

(iv) Black Rainstorm Signal is in force,

All bookings will be cancelled automatically, without separate and/or further announcements, according to the
following schedule:

(@) If any of the warnings or announcements is hoisted or in force at or after 6:00 am, all bookings starting before
2:00 pm will be cancelled automatically.

(b) If any of the warnings or announcements is hoisted or in force at or after 11:00 am, all bookings starting at any
time from 2:00 pm and before 6:00 pm will be cancelled automatically.

(c) If any of the warnings or announcements is hoisted or in force at or after 3:00 pm, all bookings starting from
6:00 pm onward will be cancelled automatically.

[Note: booking starting time refers to the starting time of the actual booking, not the starting time of the function
concerned.]

30. As separate announcements will not be made by the University, the Hirer must inform all participants of the
cancellation by his or her own means.

31.  When the bad weather condition under Regulation 29 (i), (ii) or (iii) is in force in the middle of the function, it should
be terminated immediately, but in the case of Black Rainstorm Signal, the function will be allowed to continue as
scheduled.

32. Refund will be made for all bookings cancelled under Regulations 29 to 31 above.
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Scale of Charges

33.

The scale of rental charges for the use of central classrooms, as at July 2025, are listed below for reference:

(1) Central Classrooms in Centennial Campus and
Main Campus

Profit making
organizations

Inland Revenue
Department
Recognized
Charitable

Organizations

. . Hourly Rate Hourly Rate
Seating Capacity (in HyKD) (in HyKD)
1_50 866 601

Minimum 4 hours required
1,361 | 954
51-149

Minimum 4 hours required

150 or above

4,263

2,989

Minimum 4 hours required

LEI/MWTL/MWT2/RHT

5,530

3,860

Minimum 4 hours required

(2) Central Classrooms in Main Campus at discounted
rates*

Profit making
organizations

Inland Revenue
Department
Recognized
Charitable

Organizations

150 or above

. . Hourly Rate Hourly Rate
Seating Capacity (in HyKD) (in HyKD)
150 689 484

Minimum 4 hours required

1,103 | 772
51-149

Minimum 4 hours required

3,408 | 2,388

Minimum 4 hours required

* For Main Campus, classrooms not renovated are offered a discount of 20% on the rates stated in (1) above.

Please contact the Examinations Office for details.

June 2025
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Additional Charges

34. All charges quoted herewith are for reference only, and subject to changes. Depending on the complexity of the
function involved, and the nature of service required, additional charges may be imposed by the responsible offices.

Parking
(Security & Parking Unit)

All Carparks

$30/hour for the first 2 hours; $40 per
additional hour

Service charges for physical

arrangements of booked
venue
(By IFM service provider)

Attendant/Cleaner

$172/person/hour (minimum 4 hours)

Mover

$287/person/hour (minimum 4 hours)

Technician

$574/person/hour (minimum 4 hours)

Service charges for AV
equipment and technical
support

(Learning Environment
Services)

*For rental charges of AV
equipment, please contact:
ithelp@hku.hk

Technical support service

Monday to Friday 2 technicians per hour

09:00-18:00
After 18:00

$1,200
$1,800

Saturdays, Sundays, University holidays &
Public holidays

2 technicians $7,200 per 4 hours

June 2025
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Campus Map & Location of Classrooms

35.  The campus map is available online at https://www.estates.hku.hk/download_file/view_inline/674.

36. The location of central classrooms, as at July 2025, can be found at the website of Learning Environment
Services, Information Technology Services:
https://its.hku.hk/services/teaching-learning/classroom-support/teaching-space/
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