QUICK GUIDE FOR SMARTPLAY

SUBMIT BLOCK BOOKING REQUEST
BY ORGANISATION USER
(WATER SPORTS FACILITIES)




SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER
(WATER SPORTS FACILITIES)

j%m, ] e e s » 1. If organisation user
LT R g i 4 would like to submit
Facilities CAN e s ™ a block booking
| request, you may
g Bockbookng click “Facilities” after
login;

2. Then, click “Block
booking” button to
create a block
booking request




SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER

(WATER SPORTS FACILITIES)

Free-use scheme Fee and non-fee scheme

New application

New application

View submitted application

Apply for block booking facilities

Type of facilities

I Land-based l I Sports Ground :I Water sports

-.\. > J \ & -./

,/' —-\'n y"l'. ..\.
[ Swimmingpool | | Central Lane Allocation Scheme (Swimming Pool) |
{ A —-."'. / 4 .\\. .'“" —»."‘.

| Holiday camps /I | Day/TentCamps | | Amphitheatre }l

Select craft type Select water sports center

‘ Search sports = ' ‘ Select craft model

Facility Type

Facility Type v

1. Select booking scheme,
booking scheme may be
varied for different
organisation type;

2. Click “New application” to

create a block booking
application;

3. Choose “Type of facilities”

and select “Water sports”



SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER

(WATER SPORTS FACILITIES)

Free-use scheme Fee and non-fee scheme

New application
New application

View submitted application

Browse by facility type

DDDDDDDD

Apply for block booking facilities

Type of facilities

’r i’ 7 -
'.\ Land-based l I\_ Sports Ground /,l Water sports

/- —-\'1 4'/_ _\.
I: Swimmingpool | | Central Lane Allocation Scheme (Swimming Pool) )

o~

‘//‘ \\‘. (/' '\\‘ g “‘~...‘
|\ Holiday camps /l I\ Day / Tent Camps /I I" Amphitheatre ,l
4 TN SR <

1. 2.

Select craft type Select water sports center

Search sports Select craft model

Facility Type 3

Facility Type v

Select “Craft type”, e.g.
Windsurfing;

Select “water sports center”;
and

Select “Facility type”.



SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER

(WATER SPORTS FACILITIES)

Facility Type

‘ Windsurfing

" |

Select craft model

| Beginner Board (Beach 185) |

| Beginner Board (Beach 225) |

[ Funboard (Techno 1600) | |

Intermediate Board (Techno 293 OD)

[ Shorthoard (¥-cite Ride 135) |

Intended time of use

‘ All opening hours

3. [ rom

To

‘ 01062025

- | ‘ 31/03/2026

Book in advance

et

n@-’e

. Select a craft model under

the facility type chosen;

. Choose “Intended time of

”,

use”:

. Booking period will be varied

according to the different
organisation type;

. Click “Continue” to proceed

the application



SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER

(WATER SPORTS FACILITIES) ©§ - ‘;Q
e 1. Select the applied period;
O e © 2. Select quantity of facility
| required;
N 3. Select timeslot;
| [——— > orga nisatior) user can
N = select one timeslot or

consecutive timeslots.




SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER
(WATER SPORTS FACILITIES)

<

Applied period 1
Jun 2025 - Jul 2025

9am-2 pm o
fudd

Quantity 1

Total sessions 0

Applied period1

From To
| 01/06/2025 ™ | ‘ 31/07/2025 [ |
Quantity of Facility

- | 1 |+
Select timeslot

2.
1.

Select date of use

Select day of the week D

day of the week

Sun I I Maon :I Tue

( wed | | Th ) Fri

| Sat

< Jun 2025
Sun Mon Ti Wed Thu Fri Sat
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 28 a7 28
29 30 1 2 3 4 5

> ; &

1. Organisation user can select day of

the week or just choose specific
dates in the calendar;

2. Organisation user can apply more
than one booking period in the
request by clicking “ ©@” button.

**Remarks:

If the organisation user selected non-peak
hours in “Intended time of use” at the
previous page, then weekend & PH cannot
be selected.

System will only show the available dates
e.g. venue closure day / unavailable dates
cannot be selected.



SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER

(WATER SPORTS FACILITIES) B | LQ
1. After selected day of the week,
S | all the available sessions will be
e o generated;
— i | 2. Organisation user can use
BEEEr-emmms U - " <" “ = to delete specific dates.
0| = 1| 2 n .
& n ] 9 n 11
13 n 15 16 n 18
w w om @ ﬂ 2
7 a 9 30 1 2
2 . Selected dates




SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER
(WATER SPORTS FACILITIES)

Selected dates

. 1. Once the sessions generated
013 Apr 2025 Thu) (— 07 Apr 2025{Mon) (— 10 Apr 2025(Thu) (— 14 Apr 2025(Mon) | — a re C h ec ked i n O rd e r’ CI iC k

r (Thu} 28 Apr 2025{Mon) | — '° . »”

Continue” to proceed the
May 2025(Thu) 12 May 2025{Mon) 15 May 2025{Thu) 19 May 2025(Mon) a p p I i C a t i O n .

22 May 2025(Thu) | — 26 May 2025(Mon) | — 29 May 2025{Thu) [ —

Jun 2025
02 Jun 2025{Mon) | — 05 Jun 2025{Thu) (— 09 Jun 2025{Mon} | — 12 Jun 2025{Thu) (—
**Remarks:
16 Jun 2025{Mon) 19 Jun 2025(Thu) 23 Jun 2025{Mon) 26 Jun 2025{Thu) °
2025(Man) (— . o
* The selected timeslot is an
Jul 2025

o5 st a2 (= Rpp— Lo st 20ash) = Rp— application request only and

17 Jul 2025({Thu) 21 Jul 2025{Mon) 24 Jul 2025(Thu) 28 Jul 2025{Men)

o does not guarantee that the
s request timeslot will be

04 Aug 2025(Mon) (— 07 Aug 2025(Thu) (— 11 Aug 2025{Mon) | — 14 Aug 2025(Thu) (— V d f t h i t i
reserved 1or the organisation.
12 Aug 2025{Maon) | — 21 Aug 2025(Thu) (— 25 Aug 2025(Mon) | — 28 Aug 2025(Thu) (— g
Show all A~

Notes:The selected timeslot is an application request only and does not guarantee that the request timeslot will be reserved for the

1.

=N
L




SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER

(WATER SPORTS FACILITIES)

Q Water sports | Tai Mei Tuk Water Sports Centre

Please provide block booking details
* Required information

Organisation Name in Chinese

Applicant / Contact Person

Applicant / Contact Person can also be the Checlkein representative.if you have filled the information

there is no need to repeat the form again to fill out the form for the check-in representative

1' Name of Applicant / Contact Person *
Type of Identity Document * Hong Kong ID card *
’ HKI d
Contact phone number * Contact fax number

1. Fill-in the details of
applicant / contact
person.

10



SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER
(WATER SPORTS FACILITIES)

Mumber of responsible persons

1 Person | 2Persons | | 3Persons |

Name of responsible person (1)

Type of Identity Document

Hong Kong ID Card No.

‘ HEID card T‘ ‘

Tel. No.

1} [Name of responsible persons of the event (as stated on Hong
Kong Identity Card)
Please provide names of 1-3 responsible persons for the event. One of whom must be present at the
booked session to take up the booking at the venue.

“@o’e

Siet
Input the details of the

responsible persons of the
event;

Organisation user can
provide 1-3 nos. of
responsible person based on
the actual need, one of
whom must be present to
take up the booking at the
Venue;

If the applicant / contact
person will also be the
responsible person, there is
no need to fill-in information

again here.
11



SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER

(WATER SPORTS FACILITIES)

1.

Other Information

Name of the Programme * Purpose of use *

Estimated number of participants *

Will you collect fees/charges from the participants? *

YES I NO

Will any other income be derived from the activity? *

YES Il NO

will the national/ regional flag and/ or nationa’s regional emblem be displayed/ used/ raised
at the event?*

YES J NO

will the national anthem be played or sung at the event? *

YES ) NO

Will you hire the Public Address System? *

YES N NO

Remarks

‘ Save draft

1. Fill-in other information

(such as purpose of use
and estimated no. of
participant etc.)

Click “Continue” after all
the information are fill-
in.

12
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SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER
(WATER SPORTS FACILITIES)

O— =2 (=)

Applied period Review Submitted

Organisation information

Review the
Organisation Name in English Organisation Name in Chinese b O O ki n g

| a |
=

L 1 1

Applicant / Contact Person =

Edn /

details.
,-_“'-_ Review your submission

Name of Applicant / Contact Person

CHAN Siu Man
Status Draft
Type of Identity Document Hong Kong 1D card number
> car —
Tai Mei Tuk Water Sports Centre Contact phone number Contact fax number
12345678

Location: Beginner Board (Beach 185)

Contact email address

|

Windsurfing

(Include 02 Jun 202505 Jun 2025,09 Jun Check-in representatives
2025,12 Jun 2025,16 Jun 2025,19 Jun 2025,23
Jun 202526 Jun 2025,30 Jun 2025,03 Jul
2025,07 Jul 2025,10 Jul 2025,14 Jul 2025,17 Jul

Edit /
01 Jum 2025 - 31 Jul 2025
Sam - 2pm

Name of Chedk-in representative 1

iM
202521 Jul 2025,24 Jul 2025,28 Jul 2025 21 Jul Chatuien
EUEE:I Type of Identity Document Hong Kong 1D card number
o —
Beginner Board (Beach 183)
Edit # Contact phone number

1

[ ]

13




SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER

(WATER SPORTS FACILITIES)

1.

2.

Other Information Edit &

Purpose of use Mame of the Programme

training ABC training

Estimated number of participants

0

Will you collect fees/charges from the participants?

NO

Will any other income be derived from the activity?

WO

Will the national/ regional flag and/ or natienal/ regicnal emblem be displayed/ used/ raised
at the event?

NO

Will the national anthem be played or sung at the event?

WO

Will you hire the Public Address System?

WO

Declaration

|:| | am here to declare that:

|, , submit this booking application on hehalfc-FI:l | have read and

agree to accept the following Terms and Conditions.

(2) This school has read the |atest Conditions of Use of Leisure and Cultursl Services Department
(LCED) Recreation and Sports Facilities and Conditions of Use stipulated in the Booking
Procedure for Schools and | undertake to observe the Conditions. During the hire period, | shall
indeminify the LCSD against all actions, claims and demands by any person who suffers or
sustains any loss, damages, injury or death arising out of or as a result of the use of the
facility/facilities by me or 2 person authorised by me dus to my negligencs or the negligence of
such an authorised person; and

(b] This scheol declars that the s=ssion and facility hired by the school is anly used for purpose
of conducting PE lessons or extracurricular activities for students and undertake to notify the
wvenue office of the cancellation of the booking at least 20 days before the date of use in the
=vent that the booksd session and facility are not used for any reason, and will not engage in any
form of transfer of user permit.

|_| | am here to declare that:

Purpose of Collection of Personal Data

The information provided by the Applicant will only be used for bocking applications
processing and the use of recreation and sports facilities under the Leisure and Cultural
Services Department. Only persons authorised by this Department will have acoess to such
infermaticn for the aforezaid purpozes. The information this Department collected about
the applicant will not be disclosed to any other party without the applicant’s prior consent.
Testing

3.

ARE

1. Review the booking
details

2. Read & confirm the
declaration

3. Click “Submit”
button to submit
the application

** Each organisation can
only submit one
application to each
venue for the same use
period / booking pattern
and facility type.

14



SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER
(WATER SPORTS FACILITIES)

1_ _=~_ Your application has been submitted! 1 . BIOCk bOO k| ng req uest iS
Thanks for your submission. S u b m itted S u CceSSfu I Iy-

We will process your application shortly.

Motes: You can view or withdraw thiz application in My Application. If you want to make

any changes, please contact the venue.

Application No. 2025022700001416

Application Date. 27 Feb 2025

Tai Mei Tuk Water Sports Centre
ﬁ Main Dam, Plover Cove, Tai Mei Tuk, Tai Po
t. 26653551

Location :Beginner Board (Beach 185)

Windsurfing

{Include 02 Jun 2025,05 Jun 2025,05 Jun
202512 Jun 2025,16 Jun 2025,15 Jun 2025,23
Jun 2028,26 Jun 2025,30 Jun 2025,03 Jul
202507 Jul 202510 Jul 202514 Jul 2025 17 Jul
202521 Jul 202524 Jul 202528 Jul 202531 Jul
2025)

01 Jun 2025 - 31 Jul 2025
Sam - 2pm

Beginner Eoard (Beach 185}
1

.




SUBMIT BLOCK BOOKING REQUEST BY ORGANISATION USER
(WATER SPORTS FACILITIES)

> ; &

1 @ ©) Applicant / Contact Person ¢ If CO mmun |ty
Appled period e sumied Applicant [ Contact Person can also be the responsible person, if you have filled the information,
there is nc; need te fill-in the information again in the responzible person S p O rt S C I u b u S e rs
Applied period 1
01/09/2025 - 30/06/2026 Name of Applicant / Contact Person * neEd to apply a
- © | | block booking
' o Type of Identity Document * Heng Keng ID Card Ne. * - req u est With i N 12
HKID card v = { 1
| L L months, the
Applied period1 | | | | organisation user

on s ii:::?zi:% () E-mail Address * mu St u p I Oqd d d
ot 0 O] e | | recommendation
Quantity of Facility .

- 1 [P == letter endorsed by
| e Recommendation by National Sports Association (NSA) National Sports
Upload the recommendation letter endorsed by NSA® Association in the
e system to complete
the application

Select timeslot

< Sep 2025

Sun Mon Tue Wed Thu Fri Sat

“Only ane timeslot ar consecutive timeslots are allowed for selection.
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