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c!ab Student Organization Booking Scheme - Guidelines 

I. Introduction 

The c!ab Student Organization Booking Scheme (SOBS) provides students and student 
organizations of Wu Yee Sun College with the opportunity to reserve the area for various projects 
and store necessary materials. To utilize c!ab's facilities, student organizations are required to be 
registered. Failure to register may result in the discontinuation of their projects within c!ab. 

II. Eligibility 

• All students and student organizations of Wu Yee Sun College who would like to reserve c!ab 
for preparation work for projects, small scale production, large scale installation. 

III. Resources Allocation Request 

• The use of Create Zone (Working area) and/or Idea Zone; 

• The use of heavy-duty equipment (after taking the safety training course) or other equipment; 
and/or 

• Overnight storage space for materials and products (must submit SOBS Material Storage Form). 

IV. Application Procedures  

1. Student bodies should submit the following to Dean of Students Office, UG09:  
 

a) a completed online form (for venue booking): 
https://cloud.itsc.cuhk.edu.hk/webform/view.php?id=13709103; or 

b) a completed online booking (for equipment only) via c!ab’s website: 
https://clab.wys.cuhk.edu.hk/reservation/month; 

c) a copy of CU Link card of the Chairperson and Coordinator (in charge of preparation 
work at c!ab); 

d) a copy of document of proof of Society Registration (if applicable); 
e) a copy of signed agreement of House Rules with signature of Chairperson and 

Organization Stamp; 
 

2. c!ab staff will issue email confirmation to confirm the booking. 
 

3. Upon receiving the confirmation, student bodies can work in c!ab in the designated period. 

V. Personal Data Collection 

• The personal data provided on this form will be used by 

• c!ab to verify your identity in the college to confirm your eligibility for the resources and 
services being provided; and to contact you. 
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• The provision of personal data on this form is voluntary. If you do not provide sufficient 
information, however, we may not be able to process your application. 

• Personal data held by us relating to you will be kept confidential and will not be used for other 
purposes apart from the above. 

VI. Use of Premises and Facilities 

• Only staff and students from Wu Yee Sun College are allowed to use facilities and equipment 
of c!ab. 

• All student organizations must register SOBS before using c!ab. Unregistered student 
organizations will be asked to terminate their work until registration is complete.  

• Booking must be made at least two weeks prior to designated usage period. 

• The maximum quota for registered student organization booking is three at the same time. c!ab 
Committee members and staff have the final right of decision subject to the capacity of c!ab. 

• The maximum booking period for each student organization is ONE month. 

• All registered student organization must agree with and follow the House Rules of c!ab. Failure 
to do so may result in termination of registration or denial of access to or use of our premises 
or facilities. 

• For health and safety reassurances, all users are required to complete an induction or training 
course before they can use certain equipment, especially the heavy duty equipment, in c!ab. 
We may also ask you to demonstrate or provide any relevant qualification for or knowledge 
about the use of certain equipment.  

• Unregistered materials left overnight in c!ab will be confiscated. c!ab will not bear any 
responsibility if items are damaged or lost. 


