LINGNAN UNIVERSITYApplication No.:

Office of Student Affairs


APPLICATION OF EQUIPMENT ON LOAN
FOR STUDENT SOCIETIES

The relevant rules and regulations are available on the Office of Student Affairs (OSA) website (https://www.ln.edu.hk/osa/amenities/equipment).   Please read the full guidelines before submitting an application.


Personal Information Collection Statement (PICS)
Pertaining to Application of Equipment on Loan for Student Societies
1.	Lingnan University may collect, use, and / or process the following types of personal data, including but not limited to all student names, student IDs, mobile numbers, email addresses, and signatures.
2.	The purposes of collecting, using and / or processing personal data by means of this form include, but not limited to: process your application(s) for the captioned; announcement of application result(s); facilitating the loan of equipment and administration of available equipment; compliance with the University’s policies, handling of enquiries / requests from regulatory bodies, enforcement authorities and government departments; and administration of the University’s promotional and public relation activities.
3.	In order to serve the specified purpose(s), your personal data may be disclosed and / or transferred to relevant units within the University for verification.  For PRC and EU data subjects, please note that such recipient(s) of your personal data may be located outside PRC and EU.  All information provided will be destroyed by the end of the academic year.
4.	Without your express approval, or unless required / permitted by law, the personal data collected herein will not be disclosed to third parties other than those specified in Point 2.
5.	Unless indicated otherwise, all personal data requested in this form is required for its purpose(s).  If such data is incomplete or inaccurate, the processes of application and the loan of equipment could be void or delayed.
6.	Without your consent, the University will not use your personal information provided to us to conduct direct marketing, and you may opt-out from direct marketing at any time.
7.	As a data subject, you have the right to request access to and correction of the personal data under the Personal Data (Privacy) Ordinance.  For requests for access to, or to correct / update personal information, please contact the Data Protection Officer of the Office of Student Affairs (OSA) at 2616-7309 or osa-booking@LN.edu.hk.
8.	This Personal Information Collection Statement may be supplemented, as applicable, by:
Addendum to Personal Information Collection Statement – Mainland China
Addendum to Personal Information Collection Statement – EU

Authorisation and Declaration
☐  	I agree to the provisions set out in the “Personal Information Collection Statement (PICS) Pertaining to Application of Equipment on Loan for Student Societies” and, as applicable, its Addenda.

☐  	I hereby give my explicit consent to Lingnan University to collect / use / process / retain / disclose / transfer my personal data provided, for the purpose of borrowing and using the University’s equipment in connection with my roles associated with student societies.

*Please tick the appropriate box(es).




1. Applicant(s) should present their student ID card(s) and the society stamp to collect the approved equipment on loan at the OSA Counter (G/F., Dorothy Y.L. Wong Building) during: (1) 3:00pm or (2) 4:00pm on the designated date.
2. Applicant(s) should return all the equipment in person to the OSA Counter (G/F., Dorothy Y.L. Wong Building) after use.
3. All equipment MUST be used for student society events only, and MUST be returned in good condition before 12:00 noon on the next working day after the event. 
4. All equipment, except the First-aid Kit, is for on-campus use only.
5. Applicant(s) is / are held responsible for any damaged or missing items.  Indemnity charges shall apply.
6. List of Indemnity:
	Item
	Description
	Charge for Loss / Damage
(HK$ Per Item)
	Late Fee
(HK$ Per Day)

	1
	First-aid Kit (急救包)
	HK$200
	HK$20

	2
	Gun Tacker with Staples
(釘槍釘書機 連 釘)
	HK$100
	HK$10

	3
	Portable Speaker with
Two Portable Handheld Microphones
(便攜藍芽擴音器 配
兩支無線手持麥克風)
	HK$4,000
(Portable Speaker)

HK$1,000
(Two Portable Handheld Microphones)
	HK$400
(Portable Speaker)

HK$100
(Two Portable Handheld Microphones)

	4
	PVC Name Badge Case (名牌膠套)
	HK$4
	Full cost shall be paid for any delay

	5
	Silk Corsage with Storage Box
(絲花襟花 配 收納盒)
	HK$40
Per Corsage / 
Storage Box
	HK$4
Per Corsage / 
Storage Box

	6
	Trolley (手推車)
	HK$1,000
	HK$100





I wish to apply for use of the following item(s) on behalf of my student society and I understand I am responsible for charges for repairs and /or replacement.

1. Details of Booking 
Item(s) to be borrowed:
	Item
	Requested Quantity
	Remarks (if any)

	First-aid Kit (急救包)
	   
	   

	Gun Tacker with Staples
(釘槍釘書機 連 釘)
	   
	   

	Portable Speaker with
Two Portable Handheld Microphones
(便攜藍芽擴音器 配
兩支無線手持麥克風)
	   
	   

	PVC Name Badge Case (名牌膠套)
	   
	   

	Silk Corsage with Storage Box
(絲花襟花 配 收納盒)
	   
	   

	Trolley (手推車)
	   
	   


Event Name: ___________________________________________________________________
Event Date:  ____________________  (dd/mm/yyyy)	 Event Time: 	
Event Venue: __________________________________________________________________
Purpose of loan: ________________________________________________________________
Proposed Collect Date:  ___________________  (dd/mm/yyyy)	Time:  ☐ 3:00pm     ☐ 4:00pm	     
Proposed Return Date:  ___________________  (dd/mm/yyyy)	Time:  ☐ 10:30am   ☐ 11:30am  

2. Particulars of Applicant
Name: ________________________________   (in English)   	      Student No.: _______________
HK Mobile: ______________________  	    LU Email Address: 	
Name of Society: 		
Position: 	
Society Stamp:  	Signature: 
	
			
		Date: 	

3. For Official Use

	Item
	Approved Quantity

	First-aid Kit (急救包)
	

	Gun Tacker (釘槍釘書機 連 釘)
	

	Portable Speaker with
Two Portable Handheld Microphones
(便攜藍芽擴音器 配 兩支無線手持麥克風)
	

	PVC Name Badge Case (名牌膠套)
	

	Silk Corsage with Storage Box
(絲花襟花 配 收納盒)
	

	Trolley (手推車)
	

	Collection Date & Time:
	 3:00pm                4:00pm

	Collection Venue:
	OSA Counter (G/F., Dorothy Y.L. Wong Building)

	Return Date & Time:
	 10:30am              11:30am  

	Return Venue:
	 OSA Counter       Learning Commons (LYH208)



The above application is    approved      not approved.

Approved by:


			
              Director of Student Affairs   	Date

	To be signed upon collecting items
	To be signed upon returning items

	Applicant’s Signature
	(Name:	)
	Applicant’s Signature
	(Name:	)

	OSA’s
Staff Signature
	(Name:	)
	OSA’s
Staff Signature
	(Name:	)

	Date
	
	Date
	

	Society stamp
	
	Remarks
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