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Measures & Requirements
Implemented in 2022

1. Alteration and refurbishment application in the 
club-houses. 
[Publication : “Guidelines on Alteration / Refurbishment Application in Club-
houses" (the Alteration Guidelines) issued in October 2022.]

2. Requirement of documentary proof of holding a 
continuous and personal supervision of club-
houses.
[Publication : Circular Letter  issued on 4.11.2022]

3. Fire-safety measures in club-houses 
[Publication : Circular Letter  issued on 7.11.2022]



(1) Alteration Works in Club-house  

Background:

 Certificate of Compliance (CoC) standard Condition 3 : 
Except with the written permission of the Secretary for 
Home and Youth Affairs (the Secretary), the CoC holder 
shall not alter, amend, or otherwise change the layout of 
the premises licensed from the drawings registered by 
the Secretary.

 Procedures and requirements in carrying out Alteration 

works.

 "Guidelines on Alteration / Refurbishment Application in 
Club-houses" issued in October 2022



 Available at OLA’s website: www.hadla.gov.hk
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 Direct link of the Guidelines: 
https://www.hadla.gov.hk/filemanager/en/docs/Guidelines_on_
Alteration_Refurbishment_Application_in%20Club-houses.pdf
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Alteration Works in Club-house 

Proposal

- Alteration

- Addition

- Renovation

- Redecoration

- Change layout

Alteration / 
Refurbishment form 
(HAD 257) with the 

proposed layout plans 



Alteration Application Form (HAD 257)

 Retrieval of App. Form via OLA’s website – www.hadla.gov.hk

OLA’s 
website

Public 
Forms

Re-direct to 
HAD’s 

website

http://www.hadla.gov.hk/


Alteration Application Form (HAD 257)

 Direct link of Application Form (HAD 257) : 
https://www.had.gov.hk/file_manager/common/documents
/public_forms/had257.pdf
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Application 
for alteration/ 
refurbishment 
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premises 

[PDF] [e-form]

https://www.had.gov.hk/file_manager/common/documents/public_forms/had257.pdf










Processing of Alteration Application
OLA issues Letter of Requirements (LoR) 

[Internal target : 2 months]

Applicant carries out upgrading works

Applicant submits Report of Completion (RoC), revised layout 
plans & supporting documents

OLA carries out compliance inspection & checks submitted 
supporting documents and issues notification of RoC result 
[Internal target : 35 work days]

LoR is complied with  OLA accepts Alteration works & issues 
the revised registered plans to applicant  



The workflow
of the Alteration 

works application is 
briefly described and 

summarized 
in Annex A 
attached to 

the Guidelines

Workflow of Alteration Application


