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Guidelines for Booking Student Activity Venues and Borrowing Equipment
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read carefully the following terms before submitting your application:

THAE R Z e Available for Booking

7% &) 353k Student Activity Ve
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The College currentl

BT Wh A E G REM . PHA, FT AT R

istered student societies of United. College may book venues or borrow equipment from the College. Please

following venues only:

3% 3k Venue

4% ) ¥ fi] Borrowing Time

1. %%
Lawn in front of Adam Schall Residence

2. H&
Open area in front of Cheung Chuk Shan%uilding

3. BARATAE C1 RN
Atrium outside C1, T C Cheng Building (UCC)

4. ¥ 5"
Open Area in front of Tsang Shiu Tim Building (UCA)

Z 1 — % & Mon-Fri:
9:00am — 10:00pm

Sun & Public Holidays:
X F 91ME Not Available

e AR N F AR EE (FR) GRALIER & B 4E XA 203 £)
208 % 209 =), ## %1 Instagram (@ucworking_ group 2627)$2 %

R B G CGRAUIER & FogE KA
toF P AR A TR A2

To book the Student Common Room (Rm 203, Cheung Chuk Shan Amenities Building) or the Mirror
Room (Rm 208 & 209, Cheung Chuk Shan Amenities Building), please contact the United College

Working Group for Student Representatives via Instagram ((@ucworking group 2627).

> ERSAAREIL b
Venue Availability: Click HERE

4548l Z B4+ Equipment Available for Booking

> SMEM A% B
Equipment Catalog: Click HERE

> BRI EMEREL: #b
Equipment Availability: Click HERE


https://www.instagram.com/ucworking_group_2627/?hl=en
https://www.instagram.com/ucworking_group_2627/?hl=en
https://gocuhk-my.sharepoint.com/:x:/g/personal/jasonliu_cuhk_edu_hk/EbqAuRy1zipDlo3bPcUP1zEBq2HBO2egKYcqYAADCgRufw
https://gocuhk-my.sharepoint.com/:x:/g/personal/jasonliu_cuhk_edu_hk/EbqAuRy1zipDlo3bPcUP1zEBq2HBO2egKYcqYAADCgRufw
https://www.uc.cuhk.edu.hk/wp-content/uploads/campus-management/Equipment-Catalog-For-registered-student-societies-of-United-College-only20260901_1700-.pdf
https://www.uc.cuhk.edu.hk/wp-content/uploads/campus-management/Equipment-Catalog-For-registered-student-societies-of-United-College-only20260901_1700-.pdf
https://gocuhk-my.sharepoint.com/:x:/g/personal/jasonliu_cuhk_edu_hk/IQAklemp39hQTIcHNvT3q_HgAfRD7ytblvTGn_V7rUB7FOs?e=XiPSCj
https://gocuhk-my.sharepoint.com/:x:/g/personal/jasonliu_cuhk_edu_hk/IQAklemp39hQTIcHNvT3q_HgAfRD7ytblvTGn_V7rUB7FOs?e=XiPSCj

1& R & #5 Eligibility
> PHERLAABEETRE T L AMGE AR,
The applicant must be a registered student society of United College.
4& B F & Procedures

> #3_ L3k &A% Application Form: https://cloud.itsc.cuhk.edu.hk/webform/view.php?id=13654276
> RSB EMLAEBEEN BN RS CEAIEREBEPE, FREEFEAAM FH.

All bookings of venue(s) and equipment must be submitted at least 7 working days prior to the proposed

booking date. Students are strongly advised to submit their applications as early as possible.

> AR WARN, PHALAREGHIFNCATREG NI A TEL NE QK FHRA,
TS EAS. P RATHABRINDF). wHERGZE. FoRE L, ARNRIEHS
FEE. BEREAZBEEREABRETENETE N

When filling in the application form, applicants must submit the activity plan details (*please download

the Activity Plan Details Template, which includes event rundown, the expected number of participants,

and the number and identities of non-CUHK participants, etc.) For applications for using the Lawn in
front of Adam Schall Residence, the open area in front of Cheung Chuk Shan Amenities Building, and the
open area in front of Tsang Shiu Tim Building (UCA), a venue floor plan must also be submitted. In
addition, valid proof of registration or an image of the official chop of a United College Affiliated Student
Organisation must be provided.

>l AHARR, PR FEROCAZTIREIM LI IR, TRAKREREZL VT F.
If the information is incomplete, the College will not be able to process the application, even if the online
application form has been completed and submitted.

> BHRARBEREEZ, AEMAHELERE, HLBEIAHFTEEPFARMSIET LI,
Upon successful submission of the application form, an acknowledgement email will be automatically
generated and sent to the email address provided by the applicant.

> THEEALBAIMERRNAEHRi@LE ToEL R,
The applicant will be notified by email within 5 working days regarding the application result.

> e RBOH EAA A G HBR BEMER, LAZEREmE LR AT R
To cancel a confirmed booking, the society concerned must inform the Dean of Students’ Office, United
College as soon as possible.

14 3. % 4m B Terms and Conditions

> HRAZGHREN TAERE T B R ER, AN EREPURE R — B2 AT
The booked venues or equipment must not be transferred to other organisations. If such a transfer is
discovered, the student society concerned will be barred from making any bookings for a minimum of one

semester.
> WHER R EREANINZEETFR, SRABREIEAEAGHR MR, AEFAT
i85 Ak


https://cloud.itsc.cuhk.edu.hk/webform/view.php?id=13654276
https://www.uc.cuhk.edu.hk/wp-content/uploads/campus-management/Activity-Plan-Details-1-Feb-2026.docx
https://www.uc.cuhk.edu.hk/wp-content/uploads/campus-management/Activity-Plan-Details-1-Feb-2026.docx

In the event of any violation of the rules listed on this document, the College reserves the right to
immediately suspend the society’s booking privileges until further notice.

o AMANE AFER, FRRG MRS B

The College reserves the right to amend these rules at any time as deemed appropriate.

4& F 3% 3. Venue Booking

MRAFR EENSL, P FHBAAR IR R S R TR AR
Each applicant can borrow a maximum of 2 venues during the same time period, except for special
functions approved by the College.

MRS, T8 EXERETREA TR ENAER —FHZLEERAT, RA| LEEA &HRL
B, FIRATH AR R

If a booking conflicts with key functions of the University or College events held at the same time and
venue, the society is obliged in principle to release the venue, subject to the College’s discretion.

Yo R EB W BARE, W BALL /AR R B8 F Tl K KA TR AL KA B
If the event involves catering or the sale of food, the applicant must also arrange the rental of large refuse
bins through the College from the University’s Estates Management Office.

PR A R 3 3 B R AT HAL AL BB R RAREFE), kA, KBF.

No harmful, dangerous or illegal activities are permitted in the venues, e.g. fireworks, water war, etc.
ik ) 35 0B B BBMFARL, LIRS FT L RGAERR, AL ATFESG,

All furniture moved during use must be restored to its original position, and the venue must be cleaned
before departure.

SN T RH RAEFZMY) B R ZERE LM E . FAAETIRY XM S A AR HOE. MW
BB, AR E L IARAL IAT S S A o AL GRAFAM R B R, LARKFR
R ERBIEFEERE, TAMERAE LA FEER

All equipment and furniture within the venue are the property of the University or the College. If any part
of the venue or item is damaged, destroyed, stolen, or removed during use, the user shall bear the full cost

of repair or replacement. All furniture, equipment, and facilities must be returned in a clean, orderly and
fully operational condition; otherwise, cleaning charges will be imposed.

1% ) 5 315 B RAL R B A FEAATEG W) o KN, WMHAAMERRRE, BARGFidk. F
IR R B RALFT ) 0 18 K RIAB AL R
Any personal belongings or miscellaneous items left in the venue after use will be regarded as abandoned

property and disposed of without prior notice. The College shall not be liable for any loss of or damage to
such items.

4& B &4+ Equipment Rental

RAFHEREBI, A EMEAMBATRAB =X (LEZH5. B ANREH).
Except for specially approved College activities, all equipment cannot be borrowed for more than 3 days,
inclusive of Saturdays, Sundays and public holidays.

i EM RBATRRE NEA . B F RRE MR, ALBFE AT R,



All borrowed equipment must be used within the United College campus. Prior approval from the Dean
of Students’ Office is required if the equipment is to be used off campus.

> WHEALERATMETREAHTRE TAKXEEZAREM. v HFALETR S AREM,
A kil A T E 2 HEI MR AR, (358 # £ unitedcollege@cuhk.edu.hk & jasonliu@cuhk.edu.hk,
A A8 ASE I A8 R 4R k)

The applicant must collect the equipment in person at the Dean of Students' Office by presenting a valid

N\
pull

it

CUlink card. If the applicant is unable to come in person, prior notification and authorisation of an
alternative collector is required. (Please email unitedcollege(@cuhk.edu.hk & jasonliu@cuhk.edu.hk and

indicate the English full name & student ID no. of the authorized person)

> WHFAAATATSMOME, BANCHEARZARE. WwAETRERE &, ARFIUED
BEAR
The applicant shall be responsible for transporting, properly using, and safeguarding the equipment. In
the event of any damage or loss, the borrowing society shall be liable for compensation as appropriate.

> R BEME, YHERAMINTREZHATHRIELET,; W BERERSMABERE £,
2t R A .
The borrowing organisation must inspect the equipment before use and report any damage in advance. If
the equipment is found to be damaged or missing upon return, the organisation concerned shall be held
responsible.

> doPFH BB RARA ZHRNFEREM, BFLGETRELAHERTHFL 'F'%btlfi' % A ARAE
WIFEFE . TRAMYIFRIGZE I BRI BSMERNEHK,, ETREAELEE RS-
If the borrowing organisation fails to return the equipment within the specified loan perlod, prior approval
must be obtained from the Dean of Students’ Office. Otherwise, the return shall be regarded as overdue.

The College reserves the right to suspend or cancel the organisation’s future equipment borrowing
privileges and may impose appropriate penalties as deemed necessary.

£ & 4% B & #% Stage borrowing eligibility

> FIREAZHHRMIAEY, WERMATRASWARERIFHEST, LHFMEAFETEIRNER

“ﬁﬁ‘r
\xm

A workshop will be organised once every semester. Our colleague(s) will demonstrate the (dis)assembly
and usage of the stage and other important issues.

> ZABRBELELIAZ VS Im—RIY, TRERRZFERNFSETED,
A student society is required to attend the workshop at least once in an academic year in order to borrow
and use the stage for their future activities in that academic year.

> LRAEIH—LEH BRI ORE A RBAFEES
At least one member of the applicant student society who has attended the workshop must come to
borrow and return the stage.

> WHALRBEGEEAN, RAEVRLTH LR EH. TIEAARE T 2 Eiesm S48 0 F 4
ERBAETE A BB KRB B I Y, BIRFERES


mailto:unitedcollege@cuhk.edu.hk

When filling out the borrowing form, applicant should indicate whether they have fulfilled the above
requirements. Our colleague will check their indication against our workshop participation record. If any
student society is found not having attended the workshop, they will not be able to borrow the stage.

> PHRERWSMEAEE, BRIV HFHRABE—TAI LS. RFFEESK, PHRER
AR N E AR PHFRD S, BN RERESANREME. B REIRFFES
M, FRAEL RS, EHZEBEREFT RS

Organisations that wish to borrow the stage must pay a deposit of HK$1,000 upon submission of the

application. Upon timely return of the stage, the organisation must apply for the refund of the deposit from
the Dean of Students’ Office within one month; otherwise, the deposit will be deemed forfeited. If the
organisation fails to return the equipment on time, the College reserves the right to confiscate the deposit
and impose appropriate penalties on the organisation.
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