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1. If schools would like 
to submit a 
Swimming Gala 
booking request for 
next school year, 
please select 
“Facilities” after 
login; and

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

2.

1.
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1. Select “General block booking
scheme”;

2. Tap “New application to create 
a block booking application;

3. Choose “Swimming Pool” 
under “Type of facilities”; and

4. Choose “Gala” in “Intended 
usage”.

1.

2.

3.

4.
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1. Choose Next school year (Normal 
school hours) under “Intended 
time of use”;

2. Select “district” and “venue”; and

3. Select “Facility Type”.

Note-

• Select district and venue: 

(i) NT schools can only select NT swimming pool

(ii) Kowloon schools can only select Kowloon swimming 
pool

(iii) Hong Kong schools can only select HK swimming pool
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1.

2.

3.
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1. School can click “Ballot Schedule 
and Venue Availability” to 
download the on-site selection 
schedule and venue availability 
information; and

2. Tap “Continue” to proceed the 
application.

1. 2.
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1. Fill in the details of applicant / 
contact person.

c
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1.
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1. Input the details of the 
responsible persons of the 
event, school can provide 1-2 
nos. of responsible person 
based on the actual need, 
one of whom must be 
present to take up the 
booking at the venue.

1.
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1. Input the details of the Coach of the 
event, school can provide 1-4 nos. of 
coach based on the actual need.
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1. Review booking details.
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1.
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1. Tick the boxes to make the 
declaration; and

2. Tap “Submit” to submit the 
application.
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1.

c

2.
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1. The request for Swimming Gala 
has been submitted, but the 
application has not yet completed;

• System will conduct balloting 
to determine the priority for 
on-site selection; and

• School representatives attend 
on-site selection on 
designated date to select 
application date according to 
the priority and submit final 
application afterwards.

** Each school can only submit ONE
application for Swimming Gala.
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1. After the on-site selection and venue 
staff confirmed the selected date in 
the system, the status of this 
Swimming Gala request will change 
from “Submit” to “Pending”.  Applicant 
can click into the application to 
complete the Swimming Gala booking 
request.
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1.
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1. The applied period is based on the 
selected date by school 
representatives choose in the on-
site selection;

2. Select “Equipment”; and

3. Tap “Continue” button to proceed. 
1.

2.

3.
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1. Review / update the details 
of applicant / contact person.

1.
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1. Review / update the details 
of responsible person.

1.
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1. Review / update the details of PE teachers / 
Swimming coaches.

1.
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1. Fill in other information (such as estimated 
no. of participant etc.); and

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

1.
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1. Review the information.
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1.
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1. Review the information;

2. Tick the boxes to make 
the declaration; and

3. Tap “Submit” to proceed 
application.
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1.
2.

3.
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1. Swimming Gala booking request is
submitted successfully.

Swimming pool
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1.
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