Appendix A

Guidelines for Levying Charges for
Hire of Accommodation in Government Schools

I. Charging in regard to the nature and purpose of the activities
(@) School activities

Charges should not be levied on normal school activities (such as Parent Teacher
Association meetings, Alumni Association meetings, student clubs meetings, etc.)
held in government schools irrespective of whether they are carried out during
normal school hours. There may be cases where schools were built with
donations from outside organisations. In such situations, it is considered
appropriate for the organisations to be given access to the school premises without
charge for the purposes of holding official meetings or general elections.
However, charges will have to be paid for holding social functions.

(b) Examinations

The Hong Kong Examinations and Assessment Authority (HKEAA) is generally
responsible for the conduct of local and overseas examinations for candidates in
Hong Kong. For examinations specified in the Schedule of the HKEAA
Ordinance and examinations on Text Production, Audio Transcription and PC
skills subjects of the London Chamber of Commerce and Industry (LCCI)
organised by the HKEAA, all types of accommodation hired are free of charge,
except air-conditioning charges. However, for overseas/ external examinations,
e.g. GCE, LCCI (other than Text Production, Audio Transcription and PC skills
subjects) and ACCA, etc., the HKEAA should be charged in accordance with
section 6 of the Schedule of Charges at Appendix B.

(c) Inter-school competitions

The Hong Kong Schools Music and Speech Association and the Hong Kong
Schools Sports Federation are exempted from paying hire charges, except
air-conditioning charges, when using government school halls/ playgrounds for
holding inter-school competitions.

(d)  Use by non-profit-making uniformed organisations

No charges should be levied on the non-profit-making uniformed organisations,
except air-conditioning charges, for holding training/ educational activities.
Other than these activities, such organisations should be charged at the reduced
rates as specified in relevant sections of the Schedule of Charges at Appendix
B.

(e)  Use by non-profit-making charitable organisations and religious bodies
If the proceeds resulting from the activities are to be devoted to an approved
charity, or if the organisation is itself a non-profit-making charitable organisation

or religious body, the reduced rates as specified in relevant sections of the
Schedule of Charges at Appendix B shall apply.
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() Use by sports organisations/ arts groups approved under the “Opening up School
Facilities for Promotion of Sports Development Scheme” / “Pilot Scheme on the
Use of School Venues by Arts Groups”

In respect of the sports programmes run by sports organisations/ rehearsals of arts
groups under the above Schemes, the reduced rates as specified in relevant
sections of the Schedule of Charges at Appendix B shall apply. For details of
the Schemes, please refer to EDB Circular Memorandum No. 89/2024 and No.
8/2025.

() Use by Vocational Training Council

These institutions should be charged for the use of school accommodation for
their classes at special rates in accordance with section 7 of the Schedule of
Charges at Appendix B.

(h)  Use by Government Departments

Charges should be waived on the Government departments for holding official
activities, except charges for air-conditioning which is operated under
non-government funding. Interested Government departments should negotiate
with the school in advance for the charges details (if any) and make necessary
arrangement.

Il. Licensing Requirement

The holding of public performances in school halls is subject to the Licensing
Regulations currently in force. Hirers should seek prior approval from the relevant
government departments who administers the licensing regulations. Hirers should also
be advised to seek advice from the Commissioner of Inland Revenue whether or not
entertainment tax is chargeable in respect of any concert or performance for which an
admission fee is proposed.

1. Administrative Arrangements

Application

(@)  Application for hire of school accommodation should be submitted to the school
in duplicate in the prescribed form at Appendix C. The school head will assess
the worthiness of the application and approve by completing Section B of the
application form. The original of the completed application form should be
given to the applicant whilst the duplicate copy will be retained by the school.

Records of Hirings

(b)  Schools should keep records of hirings (whether free or chargeable) in the format
prescribed at Appendix D. The hiring records are subject to audit inspection.

(Updated in March 2025) 2



Collection of Hire Charges

(c) Schools should collect hire charges in advance by issue of General Demand
Note (GDN). The school concerned should send a written request to the Bureau
Accounts Section for the issue of GDN.

(d) The Bureau Accounts Section will then forward the GDN to the school concerned
or to the hirer by post subject to the instruction of the school concerned. Upon receipt
of the GDN, the hirer should settle the GDN as soon as possible. The hirer should keep
the receipt and present the receipt to the school concerned, if necessary.

(e) The school concerned must ensure that the hire charges are collected in full before
the date of hiring the school’s facilities by the hirer. The school concerned can check
any outstanding amount of the GDN in the Treasury’s website > Collections and
Payments> General Demand Notes> General Demand Note (GDN) Enquiry on Due
Date and Outstanding Amount or via this link:

http://wwwl.gdns.try.gov.hk/gdns/eenquiry/internet/ehcoll gdne.html

(f)  Inthe case of hirings by the Hong Kong Examinations and Assessment Authority
(HKEAA) and Vocational Training Council (VTC), the hire charges should be
settled in advance. The school concerned should send a written request to the
Bureau Accounts Section with calculation based on the hiring details as
confirmed with HKEAA/VTC and Schedule of Charges in Appendix B for issue
of a GDN. Upon receipt of the GDN from Bureau Accounts Section,
HKEAA/VTC should settle the hire charges as soon as possible.
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Schedule of Charges for
Hire of Accommodation in Government Schools

Appendix B

Hall Lighting Panel | Grand Piano |Air-conditioning

Rate Rate Rate Rate

Description (without air-conditioning) (Per 4-hour) (Per day) (Per hour)
$ $ $ $
1.  School Hall

Standard rate 2,510 1,050 46 370
(Per 4-hour) (Per hour or part
thereof; minimum

2 hours)

Reduced rate

(@) Government departments Free Free Free N.A.

(b) For non-profit-making charitable organisations and 1,250 N.A. N.A. 185
religious bodies and non-profit-making uniformed (Per 4-hour) (Per hour or part
organisations (for non-educational activities) thereof; minimum

2 hours)

(c) For non-profit-making charitable organisations, 340 N.A N.A 185
religious bodies (for educational, social and (Per hour or part thereof; (Per hour or part
cultural activities) and rehearsals of arts groups minimum 2 hours) thereof; minimum
approved under the “Pilot Scheme on the Use of 2 hours)
School Venues by Arts Groups”

(d) For activities organised by Hong Kong Schools 340 N.A. N.A. 185

Sports  Federation (other than

competitions) and sports programmes run by sports
organisations approved under the “Opening up

School Facilities for Promotion

Development Scheme”

inter-school (Per hour or part thereof;

minimum 2 hours)

of Sports

(Per hour or part
thereof; minimum
2 hours)
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Description Rate Remarks
$
2. Classroom
Standard rate
Without air-conditioning 205 Per hour or part thereof; minimum 2 hours
Additional air-conditioning charge 34 - ditto -
Reduced rate : For non-profit-making charitable organisations and
religious bodies, non-profit-making uniformed organisations, sports
organisations approved under the “Opening up School Facilities for
Promotion of Sports Development Scheme” and arts groups approved
under the “Pilot Scheme on the Use of School Venues by Arts Groups”
Without air-conditioning 100 - ditto -
Additional air-conditioning charge 17 - ditto -
3. Covered playground, basketball court, gymnasium and sport fields
Standard rate
Day time Without lighting 885 Per 2-hour session, with a grace period of 30 minutes
Electricity charge (optional) 7 - ditto —
Night time 930 - ditto —
Reduced rate : For non-profit-making charitable organisations and
religious bodies, non-profit-making uniformed organisations, sports
organisations approved under the “Opening up School Facilities for
Promotion of Sports Development Scheme” and arts groups approved
under the “Pilot Scheme on the Use of School Venues by Arts Groups”
Day time Without lighting 455 Per 2-hour session, with a grace period of 30 minutes
Electricity charge (optional) 35 - ditto —
Night time 470 - ditto -
4. PE equipment in gymnasium 84 Per 2-hour session
5. Laboratories/special rooms
Without air-conditioning 275 Per hour or part thereof; minimum 2 hours
Additional air-conditioning charge 43 - ditto -
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Description Rate Remarks
$
Charges for hire of school premises by
Hong Kong Examinations and Assessment Authority
Free : Applicable to examinations specified in the Schedule of the Hong
Kong Examinations and Assessment Authority Ordinance and London
Chamber of Commercial and Industry Examination (Text Production,
Audio Transcription and PC skills subjects only)
All types of accommodation (except air-conditioning charges) Free (For air-conditioning charges, please refer to the
appropriate rates as specified below)
Special rate :  Applicable to overseas/external examinations
School Hall -  Day time (without air-conditioning) 1,250 Per 4-hour session with a grace period of 30 minutes
Additional hourly charge 315 Per additional hour or part thereof
Additional air-conditioning charge 185 Per hour or part thereof
School Hall - Evening time (without air-conditioning) 675 Per 2-hour session with a grace period of 30 minutes
Additional hourly charge 340 Per additional hour or part thereof
Additional air-conditioning charge 185 Per hour or part thereof
Classroom - Without air-conditioning 100 Per hour or part thereof; minimum 2 hours
Additional air-conditioning charge 17 - ditto —
Laboratory -  Without air-conditioning 140 - ditto -
Additional air-conditioning charge 22 - ditto -
Charges for hire of school premises by
Vocational Training Council
Special rates : For running classes
Classroom/Workshop - Without air-conditioning 41 Per hour or part thereof
Additional air-conditioning charge 35 - ditto -
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Appendix C
e E LB SRR
(B =1,
APPLICATION FOR USE OF SCHOOL ACCOMMODATION
(To be submitted in duplicate)

AER (rhepss )
Section A (to be completed by applicant)

EHES AHESL Gess 1 201 1 /v ) Name (Mr/ Mrs / Miss)
EEEEHERE Telephone number: {HEHRHS Fax number:
{4l Residential address:

W ERHEE (20 B8R [E]) Correspondence address(if different from residential address):

T | BEBEETEEINERRH RS (A —(E - EE ERTE )
Full name of the body organising/sponsoring the proposed function/activity (if more than one sponsoring bodies are
involved, all their names should be given):

T | EBhERSE State if the organising/sponsoring body is:

& Nature FER] Type
[] ZFIE# profit making organisation SHEER: registered school
(] JEZRAIEEE non-profit making organisation E:{AHE% T registered trade union
SEfF+LE registered society
#I IR E#E uniformed organisation
ZEZ=Z[EFE charitable organisation
FH4HE religious body
HEEE#E sports organisation
Eiff7E#S arts group

NN En

(58 PR B S B s

Full details of function/activity for which accommodation is required:

HH 5 (R hy44f% Accommodation applied for:

EEHEHHEEN [] #EEkk L] sz
State if it is desired to apply for use of [ ] LightPanel [ ] Piano

EHE5(d F HHH Date(s) applied for:

DL 2518 H R S ENBrAG F &5 R R

Time of commencement and conclusion on each of the dates applied for:

SNNES R GHGE ? (] = (] &
Is a charge to be made for admission to the function ? [ ]Yes [ ]No

YIVELE > S5ERBE4%E If so, state how much:

(L : HAEFRFREER)

(Note :  Hirers are requested to leave the premises hired to them in a clean and tidy condition.)

H 1 GE PN =2
Date: Signature of Applicant:
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-

Note:

1 HFEAEAFEPREAEAE R - GHEE R R B R B 5 R AR R & -
The personal data provided by means of this form will be used by Education Bureau for the processing of applications for hire of accommodation in
government schools and other related purposes.

2. HFEAEARRSHEEAYE AR} » FTREE Ay FOCEE 1 BEATI By M BOR S ~ M RA R A RIE RS R -
The personal data provided by means of this form may be disclosed to other Government bureaux, departments and other relevant persons and bodies for the
purposes mentioned in paragraph 1 above.

3. WRFTRERARE  HHEHRREH -

It will not be possible to process your application if you fail to provide all the information requested.

4. B (EAZRIEAR)GRG) 55 18 K 22 BREAUMTEER 155 6 FHAIRYRE » fRAREE R RSB A FAS ORI E B} « A AR A AT AI(E A
BRAEAER - BEERRIUEER  EEERE Uk -
You have a right of access and correction with respect to personal data as provided for in sections 18 and 22 and Principle 6 of Schedule 1 of the Personal Data
(Privacy) Ordinance. Enquiries concerning the personal data collected by means of this form, including the making of access and corrections, should be
addressed to the Clerk-in-charge of the school.

BER (npegmssnsich RIE)
Section B (to be completed by Head of School)

HER IS AN A
Application approved / not approved

W E - R | (BEER | E

Scale of charges : Standard rate / reduced rate / free

g Charges: &% Hall $ #Hzs Classroom(s) $ #EEFEE Lighting panel $
#HZE Piano $ HAtlr Others $

B A RETHICUCAL > 5% HH — eSS BB GRRIH

These charges are to be collected in advance by means of General Demand Note (GDN).

HHA foe)
Date: Signature: Head of School
( ) B
RELEERIHE
FOR SCHOOL USE ONLY
35455 Application Reference No.
CLECsRETHR T S8t £ | sk = a SIS UN 3 — e 5 5o H B
Booking Register Entered OA Informed Applicant Replied (BSR BB 4w 55) Initial & Date
GDN Issued (GDN No.)
FfsE: FREERIEASZ B HEE
F SRR AR A

Note: original application form should be given back to the applicant

duplicate copy of the application form should be kept by school
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Specimen
Record of Hiring Accommodation in Government Schools

Hire of School Hall

Appendix D

Charges Signature |General Demand| Certified by
] Nature of Hirer| School |Lighting|Grand Alir- Total ) of Hirer Note No. Head
Date Time Hall Piano | conditioning Name of Hirer Date & Amount | 0f School
xx-xx-xx [ 7:00 p.m. —|Non-charitable | $2,510 | $1,050 | $46 $1,110 $4,716 |HK Local Civil
10:00 p.m. Servant Co-
operative Society
xx-xx-xx | 7:00 p.m. —|Charitable $1,250 N.A. | N.A. $555 $1,805 |Lok Man Social
10:00 p.m. Service Centre
Hire of Classrooms
Charges Name of Hirer | Signature |General Demand| Certified
Date | Classroom Time Wlth_o_ut air- | Addlt_lo_nal_ Total c_)f Note No. by Head
Nature of | conditioning |air-conditioning Hirer | Date & Amount | of School
Hirer charge
XX-XX-XX 6A 7:00 p.m. —| Charitable $200 $34 $234  [Tung Wah Group
9:00 p.m. of Hospitals
6C 5:00 p.m. — School Free - Free |Association of Old
7:00 p.m. activities Students
4A 5:30 p.m. — -ditto- Free - Free -ditto-
7:30 p.m.
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