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Scale of Remuneration for Officials

Appendix to Annex 5.2(b)

(Remarks: The scale of remuneration will be updated periodically and

please refer to the latest pay adjustment)

Remuneration for Sports Officials

1.

Coach/Instructors Rate

Rate of Remuneration
(as from 1 August 2023)

(a) |Instructors (Elementary) $ 224 / hr
(b) |Instructors (Intermediate) §$263/hr
(¢) |[Instructors (Advanced) $ 341 /hr
(d) |Assistant Instructors (Elementary) $ 115/hr
(e) |Assistant Instructors (Intermediate) $ 134/ hr
(f) |Assistant Instructors (Advanced) $172/hr
(g) |Coach (for Squad Training) $ 501 /hr

Rate for Referees /Umpire/Competition Officials

- the rate as set and agreed by NSAs and LCSD

Other Officials Rate

Rate of Remuneration
(as from 1 August 2023)

(a) |Organiser $ 102/ hr
(b) [Key Official $ 80 /hr
(c) |Official $ 74 / hr
(d) |Casual Helper $53/hr
(e) [Voluntary Helper $ 75 / occasion
(f) |[Temporary Sports Organiser $ 102/ hr

- for training programme which lasts at least for 4
months with 300 participants or more; or training
scheme which lasts at least 2 months and cater for
over 1,000 participants

- for competitions lasting for about 3 months with
about 300 matches.

(g) |Officials for Community Sports Club Programmes

- Minimum 4 hours

- To assist in the implementation of inter-club sports
competition.

- The ratio of paid officials to number of enrolled
participants is 1:10 (Recipients of the honorarium

should not be the participants of the competition to

avoid the conflict of interest).

Honorarium at $75

per occasion
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BREBRACFHERRT Ryt il

Leisure and Cultural Services Department Sports Subvention Scheme

ENFHH|E £ Accident Report Form

A EELE B pERLFHEEERRT)
Name of Association : To : ALMI/II(SSP)
TR
Tel no. :
1. WEL [ 3gH
Location / Venue :
2. EHLE:
Name of Programme :
3 B 2 H( )
Date : Day of the week :
4. FHEH FHERRE | AR NFEH
Time of accident : It was / was not * a public holiday
5. GEEM A
Particulars of injured person : #
1 #£:
Name : (¥ ¢ in Chinese) (3t ¢ in English)
(i) R Bl&* (iii) E3
Sex : M/ F* Nationality :
(iv) i V) BHFOEERIRES
Age: HKID No./Passport No.*:
(vi) &% : (vii) m¥ :
Telephone : Occupation :
(viii)  #ak
Address :

6. RIEITIFHGTEAEL LRGN

Name and status of the officer/official attending the case :
7. %A BEENE - HFFIALMEAFE

Particulars of person(s) witnessing the accident

(@)

(i)

(iv)

W

Name : (% X in Chinese) (3% X in English)
Mk (iii) EA

Address : Tel. :
BEESNF G BN / / SRER 0 3b S A A

Witness statement(s) taken on / / and attached as Appendix

BRENFCAEARNELEZORE  FFTRENMGALE LA (RBAFTITERBUEESS
B) R/ RETHZBRENAMGEETR QFEZFHERANER g E[ 08 A -
Witness(es) has/have endorsed consent on the statement(s) that the same may be disclosed and/or
copies be provided by the Department to any third party for the purposes of or in connection with
investigation of the accident (whether or not legal action has been contemplated) and /or any legal
action in relation thereto.
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EMEARRE ~ G5 A LRI BRI

Cause of accident, details of injuries and action taken :

Behk
Calling of ambulance :

(i) BREMARBHRAL : (il) 3% £ aERARTR] -

Time of call and by whom :

(i) B EIKERRR] ¢

Time of arrival :

10. 154 BB 5 B B IR L

State of the injured person on leaving the venue :
1. HEREFE

Details after conveyance to hospital :

i) FR/AFR*GRR

Hospitalization is/is not required
(i) Bres
Name of Hospital :

@iv)

Time of departure :

AR

Ambulance No. :

12 EBRKREFTHR
Police Report Reference Number :

(iii)
(iv)

Bl A= EER

Discharged from hospital on :
FERTEH

Date certified dead :

i Notes

HECES o RBEHEHERERERSUCFHE 0 EMEARELHAL  HHLREAREN
AERERGBATH > EEENRE R -

The victim has been informed that the information provided will be used for the record of the Leisure and

Cultural Services Department and the organizer.

means of this report, the victim should contact the organizer.

* SEMK R EA
Delete as appropriate
13, AANEREHATRME G EHIG R EE -

I declare that the above particulars are true.

For correction of or access to personal data collected by

HEREALEE - RE EARrE

Signature of the person Official chop :

making the report:

Y 4 BB AT - B

Name & Title : Date :

BhasEE FREF/METH

Contact Tel. No. : Mobile
phone/Pager :

Handbook — as at September 2023

Ch VI _14



Annex 7.5

Leisure and Cultural Services Department
Level of Subsidy and Eligible Items of Expenditure for
Community Sports Club (CSC) Subsidy Scheme

Maximum Level

Eligible Items of Expenditure of Subsidy

Progressive Training Scheme / Skill Improvement / Skill Refinement /
Intermediate Level Training

Training programmes 85%
(including coaching fee, printing of publicity posters, application forms
and leaflets, handouts, certificates, event banners, transportation of
equipment, public liability insurance and venue charge)

Training programmes for officials and coaches 70%
(including coaching fee, printing of publicity posters, application forms
and leaflets, handouts, certificates, event banners, transportation of
equipment, public liability insurance and venue charge)

Inter-club/Inter-CSC Sports Competition

Inter-club/Inter-CSC sports competitions for youths (aged 25 or below) 85%
(including chief referee fee, honorarium for officials, printing of
publicity posters, application forms and leaflets, competition schedule,
event banners, transportation of equipment, public liability insurance,
license fee, medical items, trophies, medals, water and venue charge)

Inter-club/Inter-CSC sports competitions (for all ages) 70%
(including chief referee fee, honorarium for officials, printing of
publicity posters, application forms and leaflets, competition schedule,
event banners, transportation of equipment, public liability insurance,
license fee, medical items, trophies, medals, water and venue charge)

Sports Fun Day

Sports fun days 70%
(including printing of publicity posters, application forms and leaflets,
event banners, transportation of equipment, public liability insurance and
venue charge)

CSC Enhancement Programme

Elementary / Progressive Training Scheme / Skill Improvement / Skill
Refinement / Intermediate Level Training

Training programmes 85%
(including coaching fee, printing of publicity posters, application forms
and leaflets, handouts, certificates, event banners, transportation of
equipment, public liability insurance and venue charge)
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. . . Maximum Level
Eligible Items of Expenditure of Subsidy

Sports Fun Day

7. |Sports fun days 85%
(including printing of publicity posters, application forms and leaflets,
event banners, transportation of equipment, public liability insurance and
venue charge)
Engagement of Sport Organiser for Coordinating Work

8. |Setting up of new CSC with man-hours not exceeding 50 100%

9. [Monitoring of CSC with man-hours not exceeding 20 100%

10. |Supporting CSCs to organise CSC Sports Development Programmes 100%
(Training course/Fun Day) with man-hours not exceeding 50

11 |Supporting CSCs to organise CSC Sports Development Programmes 100%
(Competition) with man-hours not exceeding 60
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Annex 7.6

Leisure and Cultural Services Department
Community Sports Club Project
Guidelines for the Community Sports Clubs Booking of Venues

1. If an application for the booking of venues from a Community Sports Club (CSC)
is verified and endorsed by the relevant National Sports Association (NSA), it means NSA
agrees that the application is in line with the objectives of CSC Project and hence shall be
considered as an application from NSA. The officer-in-charge of the venue of the Leisure
and Cultural Services Department (LCSD) will process the application by following the
priority applicable to NSA applications.

2. An organisation under CSC Project of LCSD should take the following steps to
book a venue:

(a) CSC may, in the capacity of a member of CSC Project of LCSD, contact the
officer-in-charge of the venue to check if the venue is available for hire.

(b) Upon initial confirmation that the venue is available for hire, CSC should
complete the Application for Booking of Venues from Community Sports
Clubs (Annex 7.7) and send it back to the relevant NSA for verification.

(c) After verification, the application should also be signed and sealed by the
relevant NSA before it is referred to the officer-in-charge of the venue for
processing. A copy of the application form shall be sent to the
Community Sports Section of LCSD via the relevant NSA for record

purpose.

(d) If the application is accepted, the officer-in-charge of the venue may, upon
request of NSA, send the demand note to the relevant NSA or to CSC direct.
Booking fees shall be paid by CSC.

(e) If there are any questions about the booking, the officer-in-charge of the
venue should directly approach the applicant of CSC.

3. As different NSAs may have different needs, slight adjustments may be made in

the form of the Application for the Booking of Venues. However, the booking procedures
will be the same as set out in paragraph 2.
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Annex 7.7

Leisure and Cultural Services Department
Community Sports Club Project
Application for Booking of Venues from Community Sports Clubs

Name of Community Sports Club (CSC):

Name/Nature of the Programme: Venue:
Estimated Total No. of Participants: Charge: * Free/$ per person/$ per team
Will any other income be derived from the programme? *Yes / No If Yes, how much? $ source:
Date(s)/Time:
Date of the programme Number(s) of
Dayof | e | table(s) / court(s) /
Year | Month Day the week
lane(s)
Name of Applicant: Post Held in the CSC:
Telephone No.: (Daytime) (Night-time) Fax No.:

Address:

Name of responsible persons of the programme (Please provide the names of two responsible persons,
one of whom must be present at the booked session to take up the booking at the venue.):

Responsible Person (A): *Mr/Miss/Ms/Mrs Position Held:

HK ID Card No.: (First 4 digits): Telephone No.:

Responsible Person (B): *Mr/Miss/Ms/Mrs Position Held:

HK ID Card No.: (First 4 digits): Telephone No.:

Responsible Person (C): *Mr/Miss/Ms/Mrs Position Held:

HK ID Card No.: (First 4 digits): Telephone No.:
Declaration

I hereby declare that the above venue will be for the use of holding non-profit-making programme(s)

and for official use for our organisation only.

Applicant:

(Signature)
Date: Official Seal of the Organisation:

Note: All CSCs should mail or fax their application forms to the relevant NSAs for
confirmation before the specified dates.

Telephone: XXXX XXXX (for enquiries) Fax No.: XXXX XXXX
\For the Completion by NSAI
To: The officer-in-charge of the venue of , LCSD Fax No.:

We hereby recommend the above CSC to book the above venue for holding programme(s).

Officer-in-charge: Official Seal of the Organisation:
(Signature)

Post Title: Date:

(Please fax this application to the officer-in-charge of the CSC Project of LCSD at 2697 4220 for record purpose.)

* Please delete as appropriate
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Community Sports Club Project
Employment of Part-time Sport Organiser for

Coordinating Work Pertaining to Organise CSC Sports Development Programmes

Annex 7.8

Man-hour(s) required
Work
Training Course/ Competition
Fun Day
1. |Co-ordinate block booking of leisure and sports 4 5
facilities
2. |Provide technical support for CSC to organise 27 33
sport development activities
3. |Carry out supervision of the programme 7 9
4. |Check and certify the receipts and statement of accounts 12 13
submitted by CSC
Grand Total : 50 60

Remarks: The current rate of remuneration for Sport Organiser is $102 per hour. w.e.f. 1.8.2023.

The rate may be revised in parallel to LCSD’s up-to-date pay adjustment when

applicable.
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Annex 7.9(a)

SAMPLE
(for reference only)

Public Liability Insurance Policy
taken out by NSA

XXXX 202X
Dear Sir/Madam,

Leisure and Cultural Services Department

Community Sports Club (CSC) Subsidy Scheme
XXX Training Programme

Please be informed that your application for subsidy for organising the above programme has
been accepted. A maximum amount of $XXXX will be allocated for the programme. Enclosed
please find a breakdown of the expenditure of the programme approved by our Association and the
method of calculating the subsidy for your information. Besides, the record of expenditure on the
remuneration for part-time staff, attendance record of participants and the Programme Report

(Community Sports Club Project) are also attached for your completion.

Conditions of Grant

The following conditions of grant shall be observed; otherwise, the approved subsidy may be

forfeited : -

(1)  your Club shall acknowledge our Association as an assisting organisation and LCSD
as a subsidising organisation in all publicity materials including publicity banners,
posters, leaflets, booklets, invitation cards, press releases, prizes, souvenirs, etc.  Your
Club shall advise LCSD and our Association on any publicity plan and design layout of
such materials;

(2)  your Club shall not make a profit out of the programme;

(3) the programme shall not be used for any personal publicity;

(4)  your Club shall inform LCSD and our Association of any accident within 12 hours of
its occurrence;

(5)  your Club shall fax/mail the list of participants to LCSD and our Association for record
purpose at least one week before the commencement of the programme;

(6) to ensure the quality of the programme, the instructors/persons-in-charge of the
programmes are advised to inform the participants in the first lesson that if they have
any opinion or suggestion about the programme, they may contact your Club or our
Association or LCSD;

(7)  the course instructors shall be recognised by our Association;

(8) your Club shall follow the Code of Conduct, Accounting Guidelines (for terms
applicable to Community Sports Club) and Procurement Guidelines set by our
Association, in respect of the approval mechanism and declaration system, to avoid

conflict of interest. Failure to do so may result in reduction or cancellation of the
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approved subsidy for the programme by our Association;

(9) representatives of LCSD and our Association reserve the right to attend any preparatory
meetings for the purpose of monitoring the progress of the programme;

(10) your Club shall notify LCSD and our Association of any changes to the programme
(such as change of programme date, time and venue) to which the subsidy has been
granted,

(11) if the enrolment rate is less than 50% of the quota, the programme shall be postponed
or cancelled;

(12) the income derived from entry fee of each programme shall preferably account for 15%
or above of the total expenditure of the programme;

(13) arrangement for public liability insurance policy for the programme : -

(i) our Association shall effect and keep in force during the Subvention Period a
public liability policy of insurance exclusively for LCSD subsidised programme in
the joint names of the Government of the Hong Kong Special Administrative
Region (the Government), our Association and your Club in an insured sum of not
less than HK$6.5 million for the occurrence of any single accident and unlimited
amount for the Subvention Period. The insurance policy shall cover liability to pay
damages and compensation for injury to or death of any person and for loss of or
damage to any property where such injury, death, loss or damage is caused by or
arises out of any act, omission or negligence of the Government, our Association
or your Club or any of your employees or agents. A copy of the insurance policy
will be provided for your information upon request;

(i1)) LCSD shall not be liable for any claims, demands or liabilities associated with the
organisation of the programme; and

(ii1) your Club shall indemnify LCSD against all actions, proceedings, claims, costs
and expenses whatsoever in respect of any injury or death arising out of the
programme for which LCSD is not liable;

(14) when organising the programme, your Club shall observe the laws and ordinances of
the Hong Kong Special Administrative Region such as the Prevention of Bribery
Ordinance, the Immigration Ordinance, the Personal Data (Privacy) Ordinance, the
Employment Ordinance, the Mandatory Provident Fund Schemes Ordinance, the
Minimum Wage Ordinance and the Copyright Ordinance;

(15) members of your Club shall be advised to avoid any conflict of their private interest,
whether in the past, present or future, with their official duties in your Club, and to
declare any such conflict to your Club, which shall report the same promptly to our
Association and LCSD;

(16) the following information shall be submitted to our Association within one month after
the completion of the programme for verification and payment purpose : -

(1) parts I,II, IIT & IV of the Programme Report (Community Sports Club Project);

(i1) all original receipts including the statement of expenditure on the remuneration for

part-time staff;
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(i11) a full list of participants and an attendance record; and
(iv) photographs and publicity materials of the programme;

(17) the Programme Report (Community Sports Club Project) shall be affixed with the
official seal and certified by the Chairman/Treasurer of your Club;

(18) original copies/photocopies of the receipts shall be affixed with the official seal. If
payment for items/services exceeds $3,000, the receipts, accounts or relevant
information shall be countersigned by the Chairman and Secretary/Treasurer of your
Club for verification purpose;

(19) the number of sessions for training programmes should not be reduced without
justification;

(20) pay rate to part-time staff should be no less than LCSD’s standard pay rate; and

(21) LCSD and our Association reserve the right to check the accounts of your Club by

examining the supporting vouchers related to the programme.

Commercial Sponsorship

Commercial sponsorship both in kind and in cash are welcome provided that : -

(1)  your Club shall obtain prior consent from LCSD and our Association before accepting
any sponsorship;

(2) LCSD’s image and integrity as a public body shall not be jeopardised;

(3) the sponsorship shall cover part of the programme expenses;

(4)  your Club shall not accept any sponsorship from liquor companies for any subsidised
programmes organised for young people under the age of 18;

(5)  your Club shall not accept any sponsorship from tobacco companies for any subsidised
programmes;

(6) LCSD shall have the discretion to refuse any sponsorship;

(7) the acceptance of sponsorship shall not cause any embarrassment to LCSD or the
Government; and

(8) your Club shall report to LCSD via our Association any donation/sponsorship to the
programme for publishing in the half-yearly LCSD magazine, i.e. the CSC Bulletin.

For enquiries, please contact XXX at XXXX.

Yours faithfully,

XXX of XXX Association
c.c. Community Sports Club Unit of LCSD
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Annex 7.9(b)

SAMPLE
(for reference only)
Public Liability Insurance Policy
taken out by CSC

XXXX 202X

Dear Sir/Madam,

Leisure and Cultural Services Department
Community Sports Club (CSC) Subsidy Scheme

XXX Training Programme

Please be informed that your application for subsidy for organising the above programme has
been accepted. A maximum amount of $XXXX will be allocated for the programme. Enclosed
please find a breakdown of the expenditure of the programme approved by our Association and the
method of calculating the subsidy for your information. Besides, the record of expenditure on the
remuneration for part-time staff, the attendance record of Participants and the Programme Report

(Community Sports Club Project) are also attached for your completion.

Conditions of Grant

The following conditions of grant should be observed; otherwise, the approved subsidy may

be forfeited : -

(1)  your Club shall acknowledge our Association as an assisting organisation and LCSD as
a subsidising organisation in all publicity materials including publicity banners, posters,
leaflets, booklets, invitation cards, press releases, prizes, souvenirs, etc. Your Club
shall advise LCSD and our Association on any publicity plan and design layout of such
materials;

(2)  your Club shall not make a profit out of the programme;

(3) the programme shall not be used for any personal publicity;

(4)  your Club shall inform LCSD and our Association of any accident within 12 hours of
its occurrence;

(5) your Club shall fax/mail the list of participants to LCSD and our Association for record
purpose at least one week before the commencement of the programme;

(6) to ensure the quality of the programme, the instructors/persons-in-charge of the
programmes are advised to inform the participants in the first lesson that if they have
any opinion or suggestion about the programme, they may contact your Club or our
Association or LCSD;

(7)  the course instructors shall be recognised by our Association;

(8) your Club shall follow the Code of Conduct, Accounting Guidelines (for terms
applicable to Community Sports Club) and Procurement Guidelines set by our
Association, in respect of the approval mechanism and declaration system, to avoid
conflict of interest. Failure to do so may result in reduction or cancellation of the
approved subsidy for the programme by our Association;

(9) representatives of LCSD and our Association reserve the right to attend any preparatory
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meetings for the purpose of monitoring the progress of the programme;

(10) your Club shall notify LCSD and our Association of any changes to the programme
(such as change of programme date, time and venue) to which the subsidy has been
granted;

(11) if the enrolment rate is less than 50% of the quota, the programme shall be postponed
or cancelled;

(12) the income derived from entry fee of each programme shall preferably account for 15%
or above of the total expenditure of the programme;

(13) arrangement for public liability insurance policy for the programme : -

(1) your Club shall effect and keep in force during the Subvention Period a public
liability policy of insurance exclusively for LCSD subsidised programme in the
joint names of the Government of the Hong Kong Special Administrative
Region (the Government), our Association and your Club in an insured sum of
not less than HK$6.5 million for the occurrence of any single accident and
unlimited amount for the Subvention Period. The insurance policy shall cover
liability to pay damages and compensation for injury to or death of any person
and for loss of or damage to any property where such injury, death, loss or
damage is caused by or arises out of any act, omission or negligence of the
Government, our Association or your Club or any of your employees or agents.
Your Club shall ensure that any public liability shall be adequately covered by
the policy of insurance;

(i)  a copy of the insurance policy shall be provided to our Association two weeks
before the commencement of the programme for verification purpose;

(ii1))  LCSD shall not be liable for any claims, demands or liabilities associated with
the organisation of the programme; and

(iv)  your Club shall indemnify LCSD against all actions, proceedings, claims, costs
and expenses whatsoever in respect of any injury or death arising out of the
programme for which LCSD is not liable;

(14) when organising the programme, your Club shall observe the laws and ordinances of
the Hong Kong Special Administrative Region such as the Prevention of Bribery
Ordinance, the Immigration Ordinance, the Personal Data (Privacy) Ordinance, the
Employment Ordinance, the Mandatory Provident Fund Schemes Ordinance, the
Minimum Wage Ordinance and the Copyright Ordinance;

(15) members of your Club should be advised to avoid any conflict of their private interest,
whether in the past, present or future, with their official duties in your Club, and to
declare any such conflict to your Club, which shall report the same promptly to our
Association and LCSD;

(16) the following information shall be submitted to our Association within one month after

the completion of the programme for verification and payment purpose : -
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(1) parts I, I, III & IV of the Programme Report (Community Sports Club Project);

(i1) all original receipts including the statement of expenditure on the remuneration for
part-time staff;

(ii1) a full list of participants and an attendance record; and

(iv) photographs and publicity materials of the programme;

(17) the Programme Report (Community Sports Club Project) shall be affixed with the
official seal and certified by the Chairman /Treasurer of your Club;

(18) original copies/photocopies of the receipts shall be affixed with the official seal. If
payment for items/services exceeds $3,000, the receipts, accounts or relevant
information shall be countersigned by the Chairman and Secretary/Treasurer of your
Club for verification purpose;

(19) the number of session for training programme should not be reduced without
justification;

(20) pay rate to part time staff should be no less than LCSD’s standard pay rate; and

(21) LCSD and our Association reserve the right to check the accounts of your Club by

examining the supporting vouchers related to the programme.

Commercial Sponsorship

Commercial sponsorship both in kind and in cash are welcome provided that : -

(1)  your Club shall obtain prior consent from LCSD and our Association before accepting
any sponsorship;

(2) LCSD’s image and integrity as a public body shall not be jeopardised;

(3) the sponsorship shall cover part of the programme expenses;

(4) your Club shall not accept any sponsorship from liquor companies for any subsidised
programmes organised for young people under the age of 18;

(5) your Club shall not accept any sponsorship from tobacco companies for any subsidised
programmes;

(6) LCSD shall have the discretion to refuse any sponsorship;

(7)  the acceptance of sponsorship shall not cause any embarrassment to LCSD or the
Government; and

(8)  your Club shall report to LCSD via our Association any donation/sponsorship to the
programme for publishing in the half-yearly LCSD magazine, i.e. CSC Bulletin.

For enquiries, please contact XXX at XXXX.

Yours faithfully,

XXX of XXX Association
c.c. Community Sports Club Unit of LCSD
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Annex 7.10

Leisure & Cultural Services Departemnt
Community Sports Club Subsidy Scheme

Attendance Record of Participants

Organiser (Community Sports Club)

(National Sports Association)

Name of Programme

Date (Every ) Time

Venue

Name of Instructor

Gender Date
M| F |1 2 3 4 5 6 7 8 9 10

z
e

Name

O ([0 | I [N | B |W N |~

p—
(o)

[
[

—_—
[\

p—
(8]

p—
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—
V)]

p—
N

p—
~J

—
(o¢]

—_
O

[\
(=)

Total:

Signature of Instructor:

Signature of Assistant Instructor:

Remarks :  The participants list should be sent by mail or by fax to respective NSA and LCSD separately one week
before the training programme is commenced. The attendance list should be passed to respective NSA
together with related documents, such as receipts, and attendance records of instructor, within one month
after the subsidized programme was completed.
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Annex 7.11
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Annex 7.12

Programme Report (Community Sports Club Project)

The Report should be duly checked and completed by an authorised official/staff of the National Sports Association by the
end of second month in the coming quarter. (e.g. for programme held during April to June, the report should be submitted
on or before 31st August)

Name of Community Sports Club (CSC):

National Sports Association (NSA) Affiliated to:

[Part I, II and III: To be completed by CSC]

I. Event Particulars
Name of Programme

Co-organiser(s) (if any)

Sponsor(s) (if any)

Date / Period held

Venue(s)

Event held as scheduled
or cancelled for the reason of

II. Event Statistics

Programme
Designed: courses / events / matches®*  (___ hr per session, no. of sessions)
Conducted: courses / events / matches®*  (___ hr per session, no. of sessions)

If there is variation, please state the reason:

Participant

Age range of participants: From to
No. of Entries: Designed: participants / teams® ; Accepted: participants / teams*
Entries Rate: % (no. of entries accepted / no. of entries designed)

No. of Participants / Teams* rejected (if any):
No. of Spectators (if any):

No. of Complaint(s) received (if any):

If yes, please specify the nature and details of complaint(s):

Details of enrolment and number of activities held for programmes held in a series, if applicable-

*Skill tests /
Trainings (by type / class) / No. of entries accepted No. of *courses / events / Remarks
Competitions (by division) / (*participants/teams) matches held
Others

Total :

*Please delete if not applicable
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II1. General Comments from CSC

Availability of venues
Availability of equipment / facilities
Public response to enrolment

Competition / training / programme format

N/A  Satisfactory Unsatisfactory (Please state the reasons)

Duration of the competition / training / programme |

Instructors to participants ratio
Publicity
Entry fees level

Participants’ Feedback

Suggestion / Remarks:

IV. Statement of Account
Section A ( To be completed by CSC and NSA)

Actual Expenditure

(A) Expenditure Met by LCSD
(Original Allocation: $ )

(To be completed by CSC)

For NSA Use

(Revised Allocation: $ )| Breakdown

Amount ($)

Approved Recommended
Subvention ($) | Subvention ($)

I. |Staff Remuneration

Minor Event-related

1. Expenses

Major Event-related

1. Expenses

Total (A):

(B) Expenditure Met by CSC / Sponsors:

Total (B):

Grand Total Expenditure (A)+(B):
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(C) Income: (Estimated Amount) Actual Income (§)

1.[Entry Fee S X nos

2.[Other Sources of Income |$
Grand Total Income (C):

Maximum Subvention Level:
Actual Total Subvention:
(Ceiling subsidy per application / the ceiling amount that reserved in the Annual
Programme Plan / subsidy granted on deficit-financing basis)

If there is significant variance between the estimated and actual expenditure / income, (i..>25%),
please explain:

We hereby certify that the above Statement of Accounts and the receipts and supporting documents
enclosed are true and genuine to the best of our knowledge and belief. We fully understand the
seriousness of submitting any false statement, and should any incorrect information in the
statement be found, we shall bear the legal liability and shall refund to the Leisure and Cultural
Services Department of HKSARG any provision that in their opinion has been granted to us in
excess under the “Community Sports Club Subsidy Scheme”

Signature :
Name: CSC’s Chop
Title : Chairman / Vice-chairman / President
/ Vice-president / Treasurer / Others* Date:

*Please delete if not applicable

[Part IV (Section B), V. VI and VII : To be completed by NSA]

IV. Statement of Account

Section B ( To be completed by NSA and the NSA is obligated to confirm the work mentioned at
below is actually performed in additional hour(s))

Area of Work Actual Man-hour(s) Remarks
required

1. Co-ordinate block booking of leisure and
sports facilities
2. Provide technical support for the CSC to organise
sports development activities
3. Carry out supervision of the programme

4. Check and certify the receipts and statement of
accounts submitted by the CSC

Total
Actual Expenditure: hrsx$102  /hr=§
V. Supervision Report
(To be completed by NSA)
Supervision date: Time: From to
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Venue:

Enrolment: persons Attendance:

Assessment (Please tick as appropriate):

A. Programme Arrangement
1. Co-ordination
2. Participant/Crowd control
3. Safety measures
4. Time allotment and arrangement

B. Instructors/organisers
1. Relevant knowledge
2. Co-ordination skills
3. Attitude
4. Communication skills
5. Punctuality
6. Teaching mode

C. Participants
1 .Responsiveness (level of involvement)

2. Discipline
3. Punctuality

D. Venue
1. Space
2. Lighting system
3. Ventilation system
4. Venue and facilities
5.  Accessibility
6. Cleanliness

E. Comments from Inspector

persons
Rating
Excellent Good Fair Poor N.A.
a a a a a
(| a a a (|
a a a a (|
(| a a a (|
(| Q a | (|
a a a a a
(| Q a a (|
(| Q a a (|
(| a a a a
a a a a a
a a a a a
(| a a a (|
a a a a (|
a Q a a (|
(| Q a | (|
(| Q a | (|
a a a a a
(| Q a a (|
(| a a a a

O Recommended to grant subsidy for organising this programme in the future

U Not recommended to grant subsidy for organising this programme in the future

Overall comments:

Inspector’s signature: Name in BLOCK letters:
Date: Post title:
VI. Achievement of Targets
Performance Target Target met (¥') / not met (X) Reasons / Remarks
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VII. Overall Assessment on the Event

Outstanding D Very Satisfactory D Satisfactory D Unsatisfactory D Poor D
Suggestion/General Remarks:

This is to certify that:
Compliance Items Yes | No | Reason for non-compliance

(a) Number of sessions of training
programmes have been
conducted as planned
(for training programmes only)

(b) Pay rate to coaches and officials
are not lower than LCSD’s
standard pay rate

All the above information stated in the Programme Report has been checked correct and
compiled with the Handbook and Subvention Agreement.

Signature :
Name: NSA’s Chop
Title : Chairman / Vice-chairman / President
/ Vice-president/Treasurer / Others* Date:

*Please delete if not applicable

sk sk sk sk ske sk sk sk ke sk sk ske sk s sk sk sk sk sk sk sk sk sk sfe sk ske sk sie sk sk sfe sk sk sk sk skeosk sk sk sk sk sie sk st sfe sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk skeoske stk sk sk skeoske sk sk

(For LCSD use only) :

1. Date of Receipt of Programme Report:

2. Overall Assessment of the Programme:

Outstanding I:l Very Satisfactory D Satisfactory D Unsatisfactory D Poor D

3. Suggestion / General Remarks :

4. Actual expenses and subvention are subject to auditing by the certified public accountant
employed by the NSA concerned.

Signature of project i/c: Date :
ALMII/1 / LM *

Signature of supervisor: Date:
LM / SLM *
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Annex 7.13

(Sample)

(Reimbursement of

subsidy to CSC)
XX XX 202X
XXXX
XXXXXXX
XXXXX
Dear Sir / Madam,

Leisure and Cultural Services Department
Community Sports Club Subsidy Scheme
XXX Training Programme for Youth

Thank you for submitting the Programme Report (CSC Project) of the above
programme to this office. The bills and related documents have been checked in order. To

reimburse the subsidy, a cheque (No. ) amounting to is

enclosed / will be sent to your club.

Please contact at if you do not receive / could not

effect the above payment within 40 days from the date of this letter and return the reply slip to

this office upon receipt of the reimbursed subsidy.

Yours sincerely,

(XXX)

Encl. : The breakdown of programme expenditure approved by the Association and the
calculation of the subsidy
c.c. Community Sports Club Unit of LCSD
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Reply Slip

To: (Name of NSA)
I acknowledge the receipt of a cheque (No. ) amounting to
for the organisation of the (name of
programme).
Signature :
Name (in BLOCK letters):
Post
Title : Chairman/Secretary/Treasurer

Official Chop of the Community Sports Club ~ Date :
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Annex 7.14

Leisure and Cultural Services Department(LCSD)
Community Sports Club Project
Community Sports Club Annual Progress Report
(From 1 April 202X to 31 March 202X)

1. General Information:

Name of Community Sports Club (CSC):
Date of Joining the CSC Project:
No. of Members

Aged below 26: persons

Aged 26 or above: persons

Registration Fee: $ Annual Fee: $ Monthly Fee: $
Other Fee (Please specify: ): $

Venue and Time of Regular Training / Practice:

Venue:
( District)

Time: am/pm _on
No. of Coach(es):

For LCSD Use
1.

Name and Qualification of Coaches (Please specify):
1.

2
3.
4.
5

For LCSD Use
2.

Name of Other Officials with Recognised Qualifications (Please specify the qualification, e.g.
judge):

AN E e i o
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For LCSD Use

II. Non-subvented Activities Held by CSC this Year
(Separated sheet can be used if required):

(Elaziroofrlﬁlcc?vil(gl Name of | *Type of | #Level of Location Parlji(c):i Oafnts Entry Fee
& Activity | Activity |Skill Training p Y
order)
Total No.:
*Types of  TY: Training Programmes for Youth CY: Competition for Youth
Activities:
TO: Training Programmes for Officials and CA: Competition for All
Coaches
FD: Fun Day and Other
TA: Training for All Promotional Programmes

# Only Applicable to Training Programmes e.g. elementary, intermediate or advance level of skill
training
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For LCSD Use

III. Volunteer Services Provided to the Relevant National Sports Association (NSA) or

Other Agencies by CSC Members (Separated sheet can be used if required):

No. of Average Nature of Services
Date of Activity Members &
: Name of . 1 Working (e.g. Voluntary
(In chronological . Organiser Providing
Activity Hour(s) Per Coach, referee,
order) Volunteer
. Person casual helper etc.)
Services
1
2
3
4
5
6
Total No.: hour(s)
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For LCSD Use

IV. Achievements of CSC Members in Open Competitions (Separated sheet can be used if

required):

Date of Activity No. Of Membe'r (s)
: . Name of Participated in Name of
Organiser (In chronological Iy . Awards
Activity Open Winner
order) o\
Competitions
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For LCSD Use
9.

V. Record of CSC Members Attending Workshops/Seminars/Training on Management and
Technical Skill Directly Related to Recreation and Sports Field (Separated sheet can be
used if required):

Organiser Topic / Type of training No. of Members Participated
1
2
3
4
5
Total:

V1. Updated Information about CSC

Please tick as appropriate:

] No update for the Name List of Executive Committee Members, Constitution,
Certificate of Registration of a Society or an Incorporation & the detail of contact
person

[] Updated version of the *Name List of Executive Committee Members / Constitution /
Certificate of Registration of a Society or an Incorporation is attached.

[] Updated details of the contact person is listed below:

Name of Contact Person: Post Title :

Contact No.: (Day Time) (Mobile)

Correspondence Address:

Email Address: Fax No.:

* Please delete as appropriate
Declaration: I declare that the information provided in the Annual Progress Report is true and correct.

#Signature

Name in BLOCK letters:
Post title: Chairman / Vice-Chairman / Secretary /
Treasurer /

Date:
Official Seal #The signature must be signed by an Executive Committee
of the Community Sports Club Member
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VII. Overall Comments (To be completed by National Sports Association):

(Name of CSC) is a member of our Association.

Signature:

Name in BLOCK letters:

Post title:

Date:

Association’s Chop

Remarks: 1. All CSCs should forward the Annual Progress Report by 15 April 202X to the
relevant NSA for comments and evaluation.

2. NSA should complete Part VII of the Annual Progress Report and return to the
Community Sports Club Unit of LCSD for further processing by 30 April 202X.

3. The Annual Progress Report should be submitted on time.

4. The information collected is for reference and record purpose. Delayed
submission may affect your application for subsidy and the privilege of priority
booking of LCSD venues.

For LCSD Use

Total:
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Annex 7.15
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Annex 7.16

Leisure and Cultural Services Department (LCSD)
FREE RO LB E
Community Sports Club (CSC) Project
HHEReE gt #

“Code of Practice” on Booking of LCSD Venues for CSCs
tHIE RS B S THE T < r Al

1. Sports development programmes organised by CSCs at LCSD facilities
hired under the CSC Project should be listed in the annual programme plans
and schedules of regular training of the CSCs and comply with the guidelines for
the CSC Project laid down by the National Sports Associations
(NSAs) concerned. The programmes must be non-profit-making, conducive to
the sustainable development of sports at community level by NSAs and in
accord with the objectives of the CSC Project, including:

(a) to promote and strengthen the sports development for young players;

(b) to enhance the standard of sports at community level; and

(c) to encourage lifelong participation in sports.

The officer-in-charge of the venue of LCSD will process applications for use of
LCSD facilities in accordance with the “Booking Procedures for Use of
Recreation and Sports Facilities” of LCSD with reference to district demands.
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2. LCSD facilities hired through priority bookings by CSCs must be used for
organising sports development programmes open to the general public or regular
sports training activities. When recruiting members, a CSC should brief the
interested individuals on its operation and arrange for them to attend the regular
practice or training activities as observers for them to gain a better understanding
of CSC before making up their minds to join CSC.
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3. The regular training conducted by CSCs at LCSD facilities hired through
priority bookings should aim at providing members with systematical
and long-term training with a view to enhancing community sports development
and encouraging lifelong participation in sports among members. CSCs are
required to update annually membership information including the names,
numbers and the age distribution of members and keep the attendance records of
members properly for LCSD’s inspection as required.
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4. In order to strike a balance between the needs of organisations and those of the
general public, when a CSC is using the facilities hired through priority
bookings for CSC activities, members of that CSC should not book in
personal capacity the other facilities in the same venue and time slot for holding
CSC activities.

tHEEES B G EE B THETAVEHE - fe 5 G~ EA LA S S8 A\ H St E
— B H BRI TS B EUEE) - DOV EHG R N R L Sty 2L -

5. If any CSC is found to have violated the above regulations or improperly
used LCSD facilities hired through priority bookings and fails to show any
improvement on  advice, NSA  concerned  should cease to
recommend applications from that CSC for booking of LCSD venues. = LCSD
reserves the right to cancel the facilities reserved for that CSC and arrange a
refund until the irregularities are rectified.
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