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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  

 

   

 2. Browse activities through  

the page of “Activities” 

 

   

A. Activities for which the application is 

processed by the Education Bureau 

(EDB) 

 B. Activities for which the application 

is processed by the organiser 

   

A3. Teachers complete and submit the 

online application form 

 B3. Teachers apply for the activity 

according to the procedures as stated 

in the invitation letter 

   

A4. The Principal logs into the BSPP 

Website through the CLO System and 

endorses the application 

 

  

   

A5. After the organiser processes the 

application, EDB informs the teacher of 

the application result via email 

  

   

A6. The teacher completes the online 

evaluation form after the activity  

(applicable only to work experience 

programmes) 

 B4. The organiser informs the teacher 

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

 

 

 

1.1 

Click on “Login” in the top right 

corner of the homepage 

 

1.2 

Choose your login identity 

 

 

 

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 
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1.4  

After logging in, you will find 

your personal and serving 

school information  

 

 

2. Browse activities through the page of “Activities”  

 

 

 

 

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 
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application is processed by EDB 

B. Activities for which the 

application is processed by the 

organiser 

 

A. Activities for which the application is processed by EDB 

A3. Teachers complete and submit the online application form 

 

A3.1 

When you click on activities for 

which the application is 

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 
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A3.2 

Fill in the details on the 

application form, including the 

following: 

 

 

 

 

(i) Information about the 

Teacher-in-Charge 
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(ii) Proposed activity dates and 

time  

Please refer to the suggested 

dates and time in the activity 

details, and list up to 3 choices 

in order of your preference. 

(Alternative choices are not 

required for activities with 

specific dates) 

 

 

(iii) Number of Participants and 

Accompanying Persons 

 

(iv) Remarks (you may input 

text regarding any special 

requirements for the activity) 

 

After filling in the information, 

please click on “Submit” 

 

A3.3 

After submitting the activity 

application, the webpage will 

display a notification of 

successful submission.  The 

relevant application will be 

forwarded to the following 

parties for follow-up: 

(i) Principal**; and 

(ii) EDB 

 

** After the submission of the 

activity application, an email 

will be sent to the Principal’s e-

Services account requesting 

endorsement for the relevant 

activity 
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A3.4 

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 

  

A4.1 

In the activity endorsement 

notification email, click on 

“Principal Endorsement Page” 

 

 

 

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 
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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 

 

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 
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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 

   

A5. After the organiser processes the application, EDB informs the teacher of the application result via 

email  

 

 

 

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 
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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) 

 

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”  

 

A6.2 

On “My Activities” page, click 

“Submit” for the completed 

activity to access the activity 

evaluation form page 
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A6.3 

Fill in the information on the 

activity evaluation form, 

including: 

(i) Number of participating 

students 

 

(ii) Overall feedback from 

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)” 

 

(iii) Suggestions and feedback 

from participating students 

 

A6.4  

If the activity includes an “E- 

Certificate”## the teacher must 

fill in the school name and the 

students’ names (this 

information will be displayed on 

the e-Certificate, and both 

Chinese and English are 

acceptable) 
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##For activities that do not have 

an “e-Certificate”, this section 

is not applicable 

 

 

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 

the information provided 

by the teacher in the 

activity evaluation form) 

(ii) Student names (must match 

the information provided 

by the teacher in the 

activity evaluation form) 

(iii) The Chinese name of the 

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

 

 

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 

 

 


