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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

Backeground:

» 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 .
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Guidelines on Alteration/Refurbishment
Application in Club-houses
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Amusement Game Centres Ordinance (Cap.435)

Bedspace Apartments Ordinance (Cap. 447)
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Application in Club-houses

Guidelines on Alteration / Refurbishment Application in Club-houses
- For reference by holders of Certificate of Compliance

Introduction

Under the Club (Safety of Premises) Ordinance (Cap. 376) (“the Ordinance™),

any person who on any rates, keeps, or otherwise has control of a

club-house is required to obtain Certificate of Compliance (“CoC”) in respect of the
premises from the Licensing Authority.

2. The purpose of the CoC is to ensure that the requirements in respect of building
safety, fire safety, health and sanitation for a club-house are met so as to safeguard the
safety of the club members and their accompanied guests using the services and facilitics
provided inside the premises.

3. According to the usual standard condition nos. 3 & 21 of the CoC, except with

the written permission of the Secretary, the CoC holder shall not alter, amend or otherwise

change the layout of the licensed i Prior to co any ion, addition,
renovation or redecoration of club-houses, the formal written agreement of the Secretary
for Home and Youth Affairs must be obtained.

4. These guidelines provide a quick reference for CoC holders when they intend to
carry out any alteration, addition, renovation or redecoration to their club-houses.

Application Procedures on Alteration / Refurbishment in Club-houses

5. If CoC holder would like to carry out alteration, addition, renovation or
redecoration resulting in a change in the layout of the club-houses, a corresponding
application should be made to the Office of the Licensing Authority by means of
application form (HAD 257) before commencement of the works.  Application form
(HAD 257) can be downloaded from the website of the Home Affairs Department

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

The workflow of the application is briefly described below and summarized in Annex A.

6. The duly completed application form (HAD 257) should be submitted to the
Office of the Licensing Authority together with the proposed layout plan.  Those proposed

changes shall be highlighted with colour with brief descriptions in writing for identification.

7. On receipt of the application, staff of the Office of the Licensing Authority will,
depend on individual case merits, liaise with the applicant to arrange for site inspection.
Letter of Requirements (LoR) for alteration / refurbishment proposal listing out all the
required upgrading works to be carried out in the club-houses will usually be issued. A
“Report of Completion” form will also be attached to the LoR for the use by the applicant.

8. Prior to the of the ding works, adeq P

Y
measures should be provided to fence off the works arcas to ensure safety of the building
users and the workers during the course of works.

9. The applicant should complete all the required upgrading works on or before the
specified date stated in the LoR (normally 6 months). If the upgrading works cannot be

leted within the specified date, the
of time with sufficient justifications and provide a target completion date of the upgrading

should submit an application for extension

works.  Upon satisfying of the submitted justifications, the Office of the Licensing
Authority will consider granting an extension of time. Upon completion of the required
upgrading works, the applicant shall complete the “Report of Completion™ form and retumn
it to the Office of the Licensing Authority together with all required certificates and relevant

documentations.

10. Upon receipt of the “Report of Completion” form, staff of the Office of the
Licensing Authority will check the submitted documents and arrange for a compliance
inspection with the applicant when necessary.

1. 1f there are any qQ i ling and/ or i y
items found during compliance inspection or noted from the .submitted “Report of
Completion” form (together with the submitted d ), the appli will be notified
for necessary rectification.

12. When all works are found satisfactorily completed and all required documents
have been submitted and found in order, the Office of the Licensing Authority will notify the
applicant for acceptance of the alteration/ refurbishment works and issue the updated
registered plans to the applicant.

13. If the
of time, the Office of the Licensing Authority may issue a warning letter for contravention

fails o lete the ding works within a reasonable period

of condition of the CoC.  For persistent contravention, the Licensing Authority may refuse
renewal, cancel or suspend the CoC under scctions 10 and 11 of the Ordinance and carry out
enforcement action under section 21 of the Ordinance when required.

Enquiries
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Guidelines on Alteration/Refurbishment
Application in Club-houses

14, For enquiries, please contact the Office of the Licensing Authority through
cither of the following means —

Application for Alteration/Refurbi: Works in Club-houses
Applicant submits alteration/refurbishment « Form HAD 257 and proposed layout plans
I* bef
Telephone 2881 7034 proposal u-:;?::mancamsm of
E-mail hadlaenq(@had. gov.hk
Postal address Office of the Licensing Authority

Hoime AfTairs Department

10™ Floor, 14 Taikoo Wan Road, Office of Licensing Authority (OLA) conducts site inspection, when necessary,

Taikoo Shing, Hong Kong and issues Letter of Requirements (LoR) for alteration proposal to the
Applicant

OLAgrants EOT if the
applicant provides valid

’— justifications and
reasonable date of RoC

submission
Apphca‘nllrepﬂ”‘s A Report of completion (RoC),
an“;’:&ﬁ mm" o revised fayout plans and other
Office of the Licensing Authority

documents required in LoR.
Home Affairs Department

October 2022

OLA issues a reminder for OLA conducts compliance

RoC to the applicant upon inspection and checks the  fg—
expiry of deadiine submitted documents
(if necessary)
Aoplicant has no OLA nofifies the required
No response or slow rectification works and
= progress of outstanding doc. to the
upgrading works applicant (if necessary)
OLA issues a warning letter Al 1
for contravention of condition g No
of Certificate of Compliance complied with
(CoC})
Yes
OLA may consider to refuse renewal, OLA accepts the alteration
cancel, suspend CoC under sections works and issues the
10 and 11 of Cap. 376 or appropriate registered plans to the
action where applicable applicant
3 4
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Alteration Works in Club-house




Alteration Application Form (HAD 257)

» Retrieval of App. Form via OLA’s website — www.hadla.gov.hk
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08.10.2023

Important Message

Licensed hotels and guesthouses are reminded to keep their guests updated of the latest announcement and
warning on the tropical cyclone and provide their guests with catering services and other required assistance as

appropriate during the storm.

08.09.2023
Important Message
Licensed hotels/guesthouses are reminded to keep their guests updated of the latest announcement and advice on

the inclement weather and provide their guests with catering services and other required assistance as appropriate
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http://www.hadla.gov.hk/

Alteration Application Form (HAD 257)
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Form (3)(d)
- Club

Application for a Certificate of Compliance [PDF| [e-form]

Application for transfer of a Certificate of Compliance [PDF] [e-form]

Application for renewal of a Certificate of Compliance [PDF] [e-form]

|
Application for alteration / refurbishment in licensed premises [PDE] [e-form]
[ —

Notice of Appeal

v
4 Application N

for alteration/

refurbishment
in licensed
premises

—[PDF] [e-form]

® Application for Summons to a Witness

A
(g) Report on Suspected Unlicensed Bedspace Apartment, Club, Hotel/Guesthouse or Karaoke Establishment [PDF] [e-
—

» Direct link of Application Form (HAD 257) :
https://www.had.gov.hk/file_manager/common/documents

\_ J

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

7620

528

L 5035

an Architect

Project Autnoried Parsan

Veshesizal Engies

Guantity Surveyor

=
7/3/2003| REPORT OF COMPLETICN HAD HL
B |3/1,/2023| REPORT QF COMPLETION HAD HL
o mestavea A B5/8/2027 DOOR MARKS HL
- —  |31/3/2022 HAD SUBMISSION HL
2828

ISSUE| DATE  |REVISION CHKD

PROJECT

XXX Clud, XXX Nathan Road

’

/

LEGENDS AND ABBREVIATIONS
o Do meme  SUBMSSION EXTENT
HR FRE HOSE REEL | meme
i DRECTIONAL EXT SIGY
[EXT]  LLUMMATED EXT SGH
+ FINGHED FLOOR LEVEL
g ) NEW 100mm THICK WALL
B NOW 10 THIOH DURASTEEL WAL
- EXSTING WALL

El
(QUTDOOR
_______ 4 144
=
T —
I GLASS BALUBTRAD
- it e
|
GENERAL NOTES: DOOR MARKS
1. TOTAL GAPAGITY OF THE FLOGA = 221 PERSON B —
I GFAOF GF FAMILY CLUBHOUSE @@
ﬁﬂ%ﬁﬁ:ﬁﬂn @3 NEW - /6060 FAR. WR0WOD SEF O

WEW - B0/~ FAR HARDWOOD SELF CL
(B EW WETAL DOOR WTH CLAZNG

@ NEW HARDWOOD SELF CLOSING DOOR
E’% HEW - /30730 FRR. VETAL SELF CLOSIH

DRAWING TITLE

Ground Floor Plan

SCALE DRAWN DATE
1:100 HL 7/ 5y 2003
PROJECT Mo. DRAWING Ma.

C19004 F4 /20001

Hotes

7,/3,/36:33| WEPORT OF COMPLETON A3

3/1/2023| FEPORT [F COMPLETON HAD

283037 BOTR WARKS

L

0/3/3037 HAD BABNTSSON
DATL | RrwEON

XXX Club, XXX Nathan Road

erameG TnE

Ground Floor Plan




—— NEW METAL
GATE

EXT'G—
RETAINING
WALL

SUBMISSION EXTENT

760

LEGENDS AND ABBREVIATIONS

TOTAL CAPAGITY OF THE FLOGR = 221 PERSON
E

L 6098
- 144.750 65 /
7] F% 1| b5
DISTRIBUTION
J =
£l sk oo\ @
NEW|WALL— o E
WITH 6186 I -
C1C] L i
MALE . -~
N ) TolET =
NEW WALL
WITH FRR
U
= GLASS PANEL J
FE E =] WITH FRR
OILET =
D
BAR
4 144800
I
J RESTAURANT 1
¢ —Tam ¥
e 2 ) I —
o i
28268 N
I
I
I
]
1 T
——
¥ ]
BALUSTRASE UNGER I ,':[
T
1
]
i
]
: il & [r/arsoes] strcer o countion aa N
‘ 1 T B |30 PERCRT CF CownLETON mAd [
[ » b3, coom usms "
+ 1= o s o
______________________ LT s e Lt (-]
n moxct
i XXX Club, XXX Nathan Road
DOOR MARKS
(50 [FEW 750750 FRA. FARIWO0D SELF CLEGNG DOOR W/VSON PAWEL WiuorE sea]  (08) v W T
§13 WEW - /6050 FRR. HARDWEOD SELF CLOSIG DOOR W/SWOKE. SEAL (7] I E N e Ground Floor Plan
B WEw ~/60/- FRR. HATOWOOD SELT CLOSNG DOOR W/MSION PANIL W/SMORE SE @ - o o - e :
(7) NEW POMER CPERATED SLEWG
Q NEW METAL DOOR WTH GLAZNG %‘5{'- :“ wa: m; o prev: pev— o
(B) NEW HARDHOOD SELF CLOSKG DOOR = o
@2 HEW - /3030 FRR. VETAL SELF CLOSING PANEL T E—




SUBMISSION EXTENT

7620

1528

oM DOWN

HR FRE HOSE REEL
E= omechovaL EXT S04
[EHT)  LLUMMATED EXT 64

+ FINGHED FLOOR LEVEL

B W 00w T WAL

B NOW 150 THIOK DURASTEEL WAL
W ENSTNG WAL

2 1]
w
NEW WALL
| 4 WITH FRR
[ NEW WALL
WITH
| NITHTRR
iﬂ GLASS PANEL —
WITH FRR
2 S et et
iy
o
]L - BAR_
COUNTER , o RESTAURANT
[ @ & 144750
| | \(UEA= 20102) )
28268
"rJ"r' \ ‘\ ’f ’\‘.\‘x y”’!”’
AR N i1
[FERAE RAWF
________ R
i =
0 ]
TERRACE

======A

g [

¢J' 144,500
I

’

/

=== SUBMISSION EXTENT
TACTILE

———— I .
- R
|
GENERAL NOTES:

LEGENDS AND ABBREVIATIONS

1. TOTAL CAPACITY OF THE FLOOR = 221 PERSON
2 GFAOF GF FAMILY CLUBHOUSE

TR

TOTAL GFA = 518.298m2

DOOR MARKS

(1) [WEW — /6060 F.RR. FARDWOOD SELF CLDSING DOOR M/VISON PANEL M/SWORE SCAL
§13 WEW - /6050 FRR. HARDWOOD SELF GLOSING DOOR, W/SWOKE SEAL

@ WEW =50/~ FRR. HARDWOOO SELF CLOSNG DOCR W/MSION PANEL W/SWDHE SEAL
@ NEW METAL DOOR WITH GLAZNG

@ NEW HARDWOOD SELF CLOSING DOOR

(B ¥Ew -/30/30 FRR. VETAL SELF CLOSNG PAVEL

[B6) NEW HARDWOOD SLIDING DOOR

NEW - /50/60 FRR. HARDWOOD SELF CLOSNG 600600
ACLESS DOOR GO0mm AFFL W/SWOKE SEAL

NEW PONER CPERATED SLONG DOOR
MEW WOOD DOCR

e e

(QUTDOOR SEATING)

- 144.600

0/3/3037 AD BABNSSON [
DaTE [Rrvson oD
sRoxCT

XXX Club, XXX Nathan Road

St TNE

Ground Floor Plan




LEGENDS AND ABBREVIATIONS
DOWN === SUBMISSION EXTENT DOOR MARKS
FIRE HOSE REEL TACTILE (D7) [NEW —/60/60 F.RR. HARDWOOD SELF CLOSING DOOR W/VISION PANEL W/SMOKE SEAL

DIRECTIONAL EXIT SIGN @ NEW —/60/60 F.R.R. HARDWOOD SELF CLOSING DOOR W/SMOKE SEAL
ILLUMINATED EXIT SIGN

NEW —/60/— F.R.R. HARDWOOD SELF CLOSING DOOR W/VISION PANEL W/SMOKE SEAL
FINISHED FLOOR LEVEL
NEW 100mm THICK WALL

NEW 150 THICK DURASTEEL WALL
EXISTING WALL

NEW METAL DOOR WITH GLAZING
NEW HARDWOCOD SELF CLOSING DOCR
NEW —/30/30 F.R.R. METAL SELF CLOSING PANEL

III T o
_$_>< B
= o =

BERIGEI

EXTG.
RETAINING
WALL

— Guantity Surveyor

nz’e

WEW WAL
KITCHEN Bt Fan
VRS

3489

23] PEPORT GF COMPLETION HAD [

EPORT 0F COMPLETON HAD [

4 Pt 144, ‘
[© ) - Ll g |1 wETER
/ Al A1 ’T\.‘ ROOM
NEW WALL E @
WITH FRR =
e
-
I:;‘ NEW WALL WITH —— %,
A Gns Q
RESTAURANT
i 144.750
ke 201may
28268
‘ l 55 DooR
i ) | ‘
\ <y 144,600
4 TERRACE NEW GLASS BALUSTRADE UNDER
AR (OUTDOOR SEATING) MTADR WORKS SUBMIBBION
\ PRypy——— - DOOR ¢ MiNoR W
\ I I +
i Tt 3= 0 |
DECK I
I
—
I
i
i
i

A /205 DODR MARKS

L] = [31/3/2022 WAD SUBNISSION HL
; e ey e e e e ] — !Hﬂmﬂm —

PROUECT

| / - XXX Club, XXX Nathan Road
LEGENDS AND ABBREVIATIONS GENERAL NOTES: DOOR MARKS
- TOTAL GAPAGITY OF THE FLOOR = 221 PERSON A ——
N DOWN === SUBNISSION EXTENT GFA OF GF FAMILY CLUBHOUSE. (5i) [FEW /60760 FRR__FARDWOOD SELF CLOSNG D0GR W/WsON PANEL wisnore i) | (68) New Harowoop SUDG noor ORAMNG TIE
HR FRE HOSE REEL TACTLE EXISTING GFA =377 4T, -
. o ADDITIONAL sr.n 1en B2 1A NEW - /60,/60 F.RR. HARDWOOD SELF CLOSING DOCR W/SMOKE SEAL NEW —/80/60 F.RR. HAROWOOD SELF CLOSNG 6003600
E==  DIRECTIONAL EXIT SIGN TOTAL GFA = 516, m @ /o0 / @ ACCESS DOOR S00mm AFFL W/SMOKE SEAL Ground Floor Plan
" (2) NEW —/60/- FRR. HARDWOOD SELF CLOSNG DOOR W/VISION PANEL W/SMOKE SEAL
CEIT)  ILLUMINATED EXT SicH @ (§7) NEW POWER: GPERATED SLIDING DODR
) NEW METAL DOCR WTH GLAZIN

+ FINISHED FLODR LEVEL @ FMETAL boor CLAZNG NEW WOOD DOOR scae oRAw DaTE
v NEW 100mm THICK WALL @ NEW HARDWOOD SELF CLOSING DOOR - 1:100 HL 7/3/2023
BEE W 15D THICK DURASTCLL wALL (B9 NeW —/30/30 FRA. VETAL SELF CLOSNG PANEL .

- EXISTING WALL E T PROJECT Ho, DRAMING Na

12004 F4/2000-1




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




Workflow of Alteration Application

The workflow —
of the Alteration
works application is
briefly described and
summarized
in Annex A
attached to
the Guidelines

\

Application for Alteration/Refurbishment Works in Club-houses

Applicant submits alteration/refurbishment
proposal* before commencement of
works

* Form HAD 257 and proposed layout plans

Office of Licensing Authority (OLA) conducts site inspection, when necessary,
and issues Letter of Requirements (LoR) for aiteration proposal to the

Applicant

OLA grants EQT if the
applicant provides valid

justifications and
reasonable date of RoC
submission

A

Applicant reports
completion of
alteration works*®

OLA issues a reminder for
RoC to the applicant upon
expiry of deadline

OLA conducts compliance
inspection and checks the

A Report of completion (RoC),
revised layout plans and other
documents required in LoR.

submitted documents

Applicant has no
response or slow
progress of
upgrading works

{if necessary)

}

OLA notifies the required
rectification works and
outstanding doc. to the
applicant (if necessary)

OLA issues a warning letter
for contravention of condition
of Certificate of Compliance
(CoC)

All requirements
in LoR are
complied with

OLA may consider to refuse renewal,

cancel, suspend CoC under sections

10 and 11 of Cap. 376 or appropriate
action where applicable

OLA accepts the alteration
works and issues the
registered plans to the
applicant

a
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