Version: December 2025

User Manual of Activity Application through
the “Business-School Partnership Programme” (BSPP) Website

Only Hong Kong public sector schools and Direct Subsidy Scheme schools are eligible to apply for

BSPP activities

Procedures for activity applications:

1. Teachers log in the BSPP website through
the Common Log-On (CLO) System

4

2. Browse activities through

the page of “Activities”

A. Activities for which the application is
processed by the Education Bureau
(EDB)

\ 4

A3. Teachers complete and submit the

online application form

\ 4

A4. The Principal logs into the BSPP
Website through the CLO System and

endorses the application

\ 4

AS. After the organiser processes the

application, EDB informs the teacher of

the application result via email

\ 4

A6. The teacher completes the online

evaluation form after the activity

(applicable only to work experience

programmes)

B. Activities for which the application

is processed by the organiser

\ 4

B3. Teachers apply for the activity
according to the procedures as stated

in the invitation letter

B4. The organiser informs the teacher

of the application result direct




1. Teachers log in the BSPP website through the Common Log-On (CLO) System

E @& A A A User Manual

Events Library / JoinUs /

Publications Contact Us

1.1
Click on “Login” in the top right

corner of the homepage

e _ Events Library /
Activities Videos e
Publications

Teacher
Principal

Non-teaching Staff

BSPP Administrator

1.2
Choose your login identity

Common Log-On System
w8 ARE (CLO)

Username/M B2 18
Password /215

FAGs/ & R RE

Forgot Username/Passweord
= 5 /%

x £
@ Lagin 2 More Info / TREZ

1.3

You will be redirected to the
CLO System. Enter your
username and password to log
into the CLO System or use
“IAM Smart” to log in

Only teachers, principals and
non-teaching staff users are
eligibile for applying for BSPP
activities through the CLO
System




About Us

Teacher - AT\bsppteachera

Login Email: bsppteachera@clouatedb.gowvhle

Teacher Email: esteamuat@gmail.com.com.net

Activities

School Mame (EM):EDIS TRAINIMNG NC.30 AIDED SCHOOL

School Mame (TC):

My Activities

1.4
After logging in, you will find
personal and

your serving

school information

2. Browse activities through the page of “Activities”

Grid View

About Us
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Career
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¥, School Level

Latest Issue Date

Select Al

Select Al

Select Al

Select Al

2.1
After logging in, click on
“Activities”

If you click on “Career
Exploration  Activities”, all
BSPP  activities  will  be
displayed

If you click on “GBA Career
Exploration Tours”, only the
activities for the Greater Bay
Area Career Exploration Tours
will be shown

On the “Activities” page, you
can use search tools to sort
activities

2.2
On the “Activity” page, teachers
can choose from different types

of career exploration activities

Regarding application
procedures, career exploration

activities are categorized into 2

types:

A. Activities for which the




Visit to Harbour Grand Visit to InterContinental Visit to

application is processed by EDB

B. Activities for which the

Hong Kong Grand Stanford Hong Kong Hyatt Cen:{r;:\;&;t:nriga Harbour
smERERRNEE M SRERREAREE B snsssennsvas application is processed by the
i x organiser
M
o S |
A. Activities for which the application is processed by EDB
A3. Teachers complete and submit the online application form
A3.1

Career Talk on Clerical and Secretarial
Grades of Civil Service

Activity Code
csb2024t20

Organiser

Civil Service Bureau, Government Secretariat

Objective

To enable students to know more about the

1. structure of the Government and the civil service:

When you click on activities for
which  the application s
processed by EDB on the
“Activities” page, the activity
information will be displayed.
Teachers should then click the
“Apply For Activity” button at
the bottom of the webpage

In general, if there is no specific
activity date, the quotas will be
allocated on a first-come, first-

served basis

If there is a specific activity date,
quotas will be allocated by
drawing  lots  after  the

application deadline




Remarks
AClick Here for Details

1. Participating schoals must submit application at least
2 months in advance prior to the proposed date of
wisit,

]

.The activity details are provided by the organisen

wl

. Schools may visit the website of the Recruitment
Centre, General Grades Office to learn more about the
Recruitment Centre:
httpsyiwwwicsb.govhk/english/admin/grade/es/2906.html

4.The organiser may change the date, time, content of
the activity or cancel the activity if situation warrants.

5.The places of the activity are allocated on a first-come-
first-served basis.

6.The Principal shall endorse teacher’ s application of
the activity on the website of the Business-School
Partnership Programme.

7. Transportation will be arranged by school. No parking
space for coaches would be provided.

Activity Application Form

School Information

School Level

School Mame (EN)
School Name (TC)

School Tel.
School Fax
School Email

Teacher Email

Secondary
EDIS TRAIMING MO.30 AIDED SCHOOL

hsppmsa@eserviceshkedeitynet

esteamuat@gmail.com.com.net

Teacher Information

Teacher Name

Teacher Mobile

Teacher Email

Principal Email

bsppmsa@eservices.nkedcity.net

[ | agree to

a. receive information about activity of the Business-School Partnership Programme of the Education Bureau by the given

email

b. receive promotion video about activity by the given WhatsApp number

A3.2
Fill in the details on the
application form, including the

following:

(1) Information about the

Teacher-in-Charge




Details of Application

1st Choice (* This part must be completed) (ii) Proposed aCtiVity dates and
Proposed Date

0140572024 o time

Activity Tirme Please refer to the suggested

12~ ¢ 00~ AM~ ~ 127 @ 00~ AM-

dates and time in the activity

2nd Choice
Proposed Date

. 5 details, and list up to 3 choices
127 0 007 AMT ~ 127 : 00T AMT in order of your preference.
3rd Choice
Proposed Date (Alternative choices are not

B/A/ = =] . « ey .
required for activities with
12~ ¢ 00~ AM~ ~ 127 @ 00~ AM-

No. Of Participants specific dates)

Pl 0 P2 i} P3 (] P4 o] P5 0 P6 (]

sl 0 s2 a 53 a s4 o] S5 0 s6 a

No. of Accompanying Persons == (ii1) Number of Participants and
Teschers ¢ Parerts 0 omes 0 Accompanying Persons

O Principal will foin

(iv) Remarks (you may input

Rernarks:

Type remarks here text regarding any special

Reset Sawe as Draft

requirements for the activity)

After filling in the information,

please click on “Submit”

Activity application was submitted to Principal for endorsement A3.3
Business-Schoal Partnership Programme” of the Education Bureau (EDB) has submitted the application for this activity to the Principal for After Subm]ttlng the aCtiVity

endorsement. An endorsement email for the activity application was also sent to the Principal. You may remind the Principal to log into this website
before the application deadline to endorse the application. The EDB will not process the application until the Principal endorses it.

application, the webpage will
If places of the activity are allocated by drawing lots, you will be informed of the result by email after the application deadline.If places of the activity

are allocated on a first-come-frst-served basfs, you wil b Tformed ofthe result by emaln due course display a notification of
successful submission. The
relevant application will be
forwarded to the following

parties for follow-up:

(1) Principal®*; and

(ii) EDB

** After the submission of the
activity application, an email
will be sent to the Principals e-
Services account requesting

endorsement for the relevant

activity




Cear Principal,

Your teacher has applied for an activity of the Business-school Partnership Programme (BSPF) -
Visit to EDB.

Pleage log into the BSPP websgite to endorse the application and view the activity details by clicking
the following URL: Principal Endorsement Page

Please note that the Education Bureau will process the application only after the application is
endersed by you. Should you need any assistance, pleasze contact us at 3698 4340,

Business-School Fartnership Programme
Education Bureau

A34

After the submission of the
activity application, the
Principal will receive an activity
endorsement notification email.
The email template is shown on
the left (The application will
only be considered officially
submitted after the Principal’s
endorsement; otherwise, EDB

will not process the application)

A4. The Principal logs in BSPP Website through CLO System and endorses the application

Dear Principal,

Your teacher has applied for an activity of the Business-school Partnership Programme (BSPF} -
Visit to EDB.

Please log into tf i application and view the activity datails by clicking
the following URE Principal Endorsement Page

Please note that the Education Bureau will process the application only after the application is
endorsed by you. Should you need any assistance, please contact us at 3698 4340,

Business-School Partnership Programme
Education Bureau

A4.1
In the activity endorsement
notification email, click on

“Principal Endorsement Page”

Events Library /

Activities Videos e
Fublications

Teacher

Non-teaching Staff

BSFF Administrator

Common Log-On System
m—a2ARFE (CLO)

Username/F P&

Password/ 2 H5

Logon / BA FAQs/ & R E

@ EWSEE A
L} Login with iAM Smart More Info / TRES

A4.2

Log in the CLO System as
described in Section 1 of this
User Manual: 'Log in to BSPP
Website through CLO System’

If the Principal is unable to log
in the CLO, they can either
contact the e-Services Portal at
3698 3640 or log in to CLO
using the Master School
Administrator (MSA) account to
endorse the activity application
using the identity of Principal




About Us

Home

Principal - AT\bsppmsa

Login Ermail: bzpprnsa@cdouat.edh govhk

Teacher Email:

Activities

School Mame (EM): EDIS TRAIMING MO .30 AIDED SCHOOL

School Marne (TC):

Activity Approsal

A4.3
After logging in, the webpage

will display the Principal's
personal and serving school
information

A4.4

Click on “Activity Approval” to
access the webpage for
endorsing the activity

application

Application Approval

Hits A Proposed , Submit _ Activity |

a

Ask for

A Application

Teacher Hame e Name° Activity Hamme ¥ Date ¥ Time Deadline Yl Approval Y| Action ¥ status
[ [ | | | | [ | | |
Mr CHAN /A Career Talk on Clerical and 2024- 2024- 2024- b

Secretarial Grades of Civil  10-31 10-03 | 1p-31 [ —

Service 10:04

A4.5

“Y” will be displayed in the
“Ask for Approval” column for
activities pending the Principal's
endorsement on the Application

Approval webpage

Click on “Approve/Reject” to
access the endorsement page for

the activity application




Work Experience Program (Summer Activities)
and Tourism) (2025-07-24 to 2025-07-26) (Cus

Activity Code

thhtf202507wel01

Organiser

Test

Objective

Please refer to the attached organization invitation letter and event details.
Target Participants

Students

Target Participant Level

Secondary 4 - Secondary b

Mo. Of Participants

Secondary 5:3

Activity Time

Participating students are required to attend the activities an all the days menti
Yenue

See attachment for details

Remarks

See attachment for details

A4.6

The Principal may select
“Endorse” or “Reject” on the
endorsement page for the
activity application

When the Principal endorses the
activity application, the EDB
will receive a notification and
contact the organiser to handle
the activity application

If the Principal rejects the
activity application, the teacher
concerned will receive an email

generated by the system,
notifying them that the
application has not been

accepted, and the EDB will not
process it

Once the activity application is
endorsed or rejected, the school
will be unable to change the
relevant choice in the system

AS. After the organiser processes the application, EDB informs the teacher of the application result via

email

ERRHESN SHEES (edb2425v) TSR EEREENT:
HER : 6/9/2024 -6/9/2024
BER ¢ 12:30 F132:20

R NRREHERERC
ZER 25

fHsE

I MEEE > HEE 36984340 EIFEEE A Rk Bt - I

If the activity application is
accepted by the organiser, the
EDB will inform the teacher
concerned via email

The confirmation email will
include the contact information
for the activity, allowing the
teacher to contact the relevant
personnel directly




Bl s

o TR RERNEREE  FYSEimEEienEEine)  ®
o SW/BE/ TS/ HEBTTIRESE T - BT ER AN TS SERNLER -

‘Your application for the captioned activity on:

* Work Experience Programme is unsuccessful, please consider other available options, if any ; or
+ Workplace Visit / Talk / Workshop / other aclivity is wallisted, you will be nolfied once a vacancy is avallable, it is undesirable for you to respond.

If the activity is a work
experience program, an Excel
file will be attached to the
confirmation email. The teacher
is required to fill in the relevant
student information according to
the guidelines in the email and
send it to bspp@edb.gov.hk by

the designated deadline

If the activity application is not
accepted by the organiser, EDB
will also notify the concerned

teacher via email

A6. The Teacher complete the online evaluation form after the activity (Applicable only to Work

Experience Activities processed by the EDB)

Teacher - AT\bsppteachera

Login Email: bsppteachera@clou atedb.gov.ihk
Teacher Email: esteamuat@gmail.com.com.net
School Mame (EM): EDIS TRAIMING MO30 AIDED SCHOOL

School Name (TC):

A6.1

After completing the activity,
the teacher should log into this
website (Log in to the CLO
System as described in Section 1
of this User Manual: “Log in to
BSPP Website through CLO
System”) and click on “My
Activities”

My Activities
~ ~  Proposed , Submit Activity -  Application
Teacher Hame ¥ HisHame ¥  Activity Hame ¥ Date Time Deadline ¥ Action ¥ Ewaluation ¥ Status 4
[ I I | I I I |
Mr CHAN N/A I iesmssstdl - 458 2024-09- 2024- 2024-08-  Review Submit Clozed with
(2024-09-06) 06 08-13 31 Approval

12:50

A6.2

On “My Activities” page, click
“Submit” for the completed
activity to access the activity
evaluation form page

10




Activity Evaluation

School and Activity Information

School Name (EN)
School Name (TC)
Activity Code edb20240006we

Activity Name

EDIS TRAIMING MO,20 AIDED SCHOOL

T EReEs st E - 255 (2024-09-06)

Activity Date
No. of Participating |2
Stuclents

Any Non-Chinese Speaking

(NCS) students?

Any stucents with Special |

Education Needs (SEN)?

Overall Comments

Bpplicable to activity for students, please consolidate theirviews

Strangly
agree

Agree

Maderstely
agres

Disagree Strangly

disagree

1. Activity can help students plan their further | | \

studies and career

2. Activity can strengthen students’ [ |

understanding in work routines and the
aperatian of real warkplaces

3. Activity can enhance students’ employability | |

by strengthening the general skill set in work
[e.q. collaboration, communication,
multitasking)

Kot
applicable

OPRIoN: & sUggestons

1. In what ways could this activity be improved?

2. ¥hat kind of industries/professions would participants like to know more through the BSPP activities?

3. Other com ments/suggestions:

Review

{about 100waords in Chinese and English, e.g. the overall benefits gained in this activity, any special experience, the
knoweledge, skills and attitudes developed, the understanding on the industry and the impact on the plans for further
studies and career development, the inspirations in supporting students in life and career planning, etc,; please include the

name of teacher(s) / student(s))

A6.3

Fill in the information on the
activity form,
including:

evaluation

(i) Number
students

of participating

Overall  feedback
participating students
(Overall feedback should be
represented by numbers. For
example, for Question 1, if 5
students agree and 3
students disagree, fill in “5”
in the “Agree” column and
“3” in the “Disagree”
column)”

from

(i)

(iii) Suggestions and feedback
from participating students

School Mame|{Show on e-Cert

All lines will have a maximurm of 12 Chinese words or 33 Englisr e

automatically if the length exceeds limit,

[ Showe activity name in English on e-Cert

Participating Students

Please fill irfthe narmes of students
to produce certificates of participation.

Total Mo. of participating students: 2

1. [
2. |

i the activity, Put anly one name in each line, Marmes provided would be used

A6.4
If the activity includes an “E-
Certificate” the teacher must
fill in the school name and the
(this
information will be displayed on
the e-Certificate, and both
Chinese and English

students’ names

arc

acceptable)

11




#Eor activities that do not have
an “e-Certificate ”, this section
is not applicable

- HES
“& AR
NI IEZESS
2 7J|] ﬁ§ =

CERTIFICATE OF PARTICIPATION
sEItiEes
THIS IS TO CERTIFY THAT

BmESm
HAS PARTICIPATED ACTIVELY IN

BREEETE
BUSINESS-SCHOOL PARTNERSHIP PROGRAMME

EREERRE EERIAIRK

www.edb.gov.hk/bspp

A6.5

If the activity includes an e-
Certificate, after submitting the
electronic activity evaluation
form, the teacher will receive the
students’ e-Certificates at the
email account provided when

applying for the activity

(i) School name (must match
N the information provided
by the teacher in the
activity evaluation form)
(ii) Student names (must match
I the information provided
by the teacher in the
activity evaluation form)
(iii) The Chinese name of the

activity

12




B. Activities for which the application is processed by the organiser

Back

School)

Activity Cade
hke2425casec

Organiser

Click Here to Download Activity Detalls

The Hongkaong Electric Company Limited

HK Electric - Happy Green Campaign 2024/2025 (Secondary

"HEERPAN .
LEE (PER)

BRTRERD -EERAXCALE HERRSE
BEREINE - oS STEAM X - MERBLR
B RERRYBNEERS  TEPRESBER
A WHERBRERSBERRISERRERZ
o BRI G B 850,000 Wi FHEE R T
f5 - BECIRERAME - "FEARE, |

BILRIREN - 9 H 25 B - %00 TR -

o o —

B3. On the activity page, when clicking
on the activities processed by the
organiser, the page will display a letter
for that activity (PDF file). Teachers can
register with the organizer according to
the registration method outlined in the

letter

B4. After receiving the school's
application, the organizer will directly
contact the relevant teachers to inform
them of the application results

13




