) Office for Regulation of Private Healthcare Facilities

I Department of Health

Guidance Notes for Request for Letter of Exemption
for Small Practice Clinics

Under the Private Healthcare Facilities Ordinance (“the Ordinance™), operators of private
health care facilities need to obtain relevant licence in order to continue their operation. A
person may operate a small practice clinic (“SPC”’) without a licence only if an exemption for

the clinic is in force.

The Department of Health (“DH”) starts accepting requests for letter of exemption from 13
October 2025. Any individual, partnership or company that operates or intends to operate an
SPC may ask the Director of Health (“the Director”) for a letter of exemption for the clinic.
The request can be made online through e-Licensing system and using “iAM Smart+” for
digital signing)* . On receiving the request, the Director may issue a letter of exemption which

permits the SPC to operate without a licence.

This document provides stepwise guidance for operators to make a request for letter of
exemption. It should be read in conjunction with the following documents that are available
at the website of the Office for Regulation of Private Healthcare Facilities (“ORPHEF”) —

(i) the Ordinance; and

(if) the Guidance Notes for Considering Inappropriateness for a Person to be issued with a

Letter of Exemption for Small Practice Clinic to Carry on Practice in a Clinic Without a

Licence (“the Guidance Notes on Inappropriateness”)

You are reminded that, according to section 93 of the Ordinance, any person who furnishes in

the request any statement or information that is false or misleading commits an offence.

Requesting a letter of exemption for an SPC is free of charge.

1 Operators are strongly recommended to submit their requests for Letter of Exemption via the e-Licensing system,
which provides the most efficient channel for the request.
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1. Before making a request

1.1 Determine if your premises is a “clinic” under the Ordinance

® The definition of “clinic” mainly concerns the nature of healthcare services being
provided at a premises.
® According to section 6 of the Ordinance, a clinic is defined as any premises —
(@) that do not form part of the premises of a hospital, a day procedure centre or an
outreach facility; and
(b) that are used, or intended to be used, by registered medical practitioners or
registered dentists for —
(i) providing medical services to patients, without lodging; or

(if) carrying out minor medical procedures on patients, without lodging.

® [n other words, the operator(s) MUST NOT provide the following services in the
clinic:
(@) any medical procedure that may require a person’s continuous confinement
within the clinic for more than 12 hours;
(b) scheduled medical procedures specified under the Ordinance or hospital-only
medical procedures; or

(c) services to pregnant women for childbirth or women immediately after

childbirth.

1.2 Determine if your “clinic” satisfies other basic requirements under the Ordinance

® There are other mandatory requirements on clinics according to sections 66 and 67
of the Ordinance, including: -
(@) The physical premises:
- The premises of a clinic is physically separated from any premises that
serve a purpose not reasonably incidental to the clinic
- The premises of a clinic must have a direct and separate entrance not
shared with, or involving passing through, any premises that serve a
purpose not reasonably incidental to the clinic.
(b) The function:
- A clinic must be a distinct and exclusive unit and is able to perform its

functions independently.
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1.3 Determine if your clinic meets the definition of a small practice clinic (“SPC”)

® A clinic must satisfy the additional requirements stipulated in section 41 of the
Ordinance to be an SPC. These include:
(@) The operator of an SPC must be:
(1) a sole proprietor;
(i)  apartnership having not more than 5 partners; or
(ili)  a company having not more than 5 directors. The company directors
that operate the SPC must be the same as the company directors listed

in the Companies Registry.
(b) All the operators must be registered medical practitioners or registered dentists;

(c) The operators are the only registered medical practitioners or registered dentists
who serve the clinic, and no other registered medical practitioners or registered

dentists may be employed (except for locum arrangements);

(d) The sole proprietor, at least one of the partners, the company, or at least one of
the directors of the company has the exclusive right to use the premises forming

the clinic. No part of the premises may be leased to any other person(s); and
(e) Locum arrangements:

(1)  For every registered medical practitioner or registered dentist operating
the SPC, the total number of locum days for which another registered
medical practitioner or registered dentist takes up the duties of the
individual in the SPC because of the individual’s absence from the SPC,
must not exceed 60 days in a calendar year;

(if) In addition, the aggregate number of locum days for all the partners or

directors operating the SPC must not exceed 180 days in a calendar year.

® For a clinic that meets the requirements of SPC, its operators may request a letter of
exemption. All other clinics that do not satisfy the definition of SPC should apply

for a clinic licence.
14 Determine if the operators are appropriate to request a letter of exemption
® According to section 43 of the Ordinance, the Director must refuse to issue a letter

of exemption if the Director considers it inappropriate for the person making the

request to carry on the practice in the clinic without a licence. The criteria of the

PHF(E) 51A (11/2025) Page 4 /15



assessment include contravention of or conviction of offences under the

Ordinance, professional competence, business arrangement and financial status.

e For details, please refer to the “Guidance Notes for Considering Inappropriateness
for a Person to be issued with a Letter of Exemption for Small Practice Clinic to

Carry on Practice in a Clinic Without a Licence”.

(https://www.orphf.gov.hk/files/file/PHF(E) 52A Guidance Notes for Considering_Inappropriateness.pdf

).

1.5 Consider the number of exempted clinics operated by each of the operators at
the same time

® Fach registered medical practitioner or registered dentist may only operate up to

three exempted clinics (i.e. SPCs with valid exemption) at the same time.

® For example, four partners (A, B, C, and D) are the operators of a clinic (Clinic
X). If partner A is operating three other exempted clinics, while partners B, C,
and D are not operating any other clinic, then Clinic X should apply for a clinic

licence as it is the fourth clinic operated by partner A.

1.6 Determine if there is an “operating room(s)” in your SPC

®  As stipulated in section 70 of the Ordinance, a room, unit or section of a private
healthcare facility (“PHF”) must not bear a name or description that includes the
expression “operating room”, or a similar expression, except with prior approval
in writing of the Director. Operators are required to seek the Director’s approval
separately if there is room(s) in your clinic bearing the expression. For details,

please contact ORPHF at 3107 3131.

1.7 Decide if you would make a request for a letter of exemption

® The operator(s) of an SPC can choose to either (i) apply for either a clinic

licence ; OR (ii) make a request for a letter of exemption. For details on

applying for a clinic licence, please refer to the ORPHF website.
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2. Planning for making a request for letter of exemption

2.1 Reserve enough time for processing

® For SPC already in operation: we recommend you to make a request for a letter of

exemption soon after the application commencement date (13 October 2025) to allow
sufficient time for processing your request.

® For SPC not yet in operation: Only after making sure that the clinic has fulfilled all

the requirements as explained in this Guidance Notes for Request for Letter of
Exemption for Small Practice Clinic, and the clinic is ready to provide medical service
(e.g. the facility, equipment and manpower are in good condition), then you can submit
your request for letter of exemption. To minimize the risk of delaying service
commencement, if you have any questions, we suggest you to call our staff early to

clarify the eligibility for letter of exemption and the information required.

2.2 Assign an authorized partner / director

® [fan SPC is operated by a partnership, a partner (the Authorized Partner) is required to
be appointed to represent the partnership to handle all matters related to the request for

exemption and subsequent matters related to the SPC.

® [fan SPC is operated by a company, a director (the Authorized Director) is required to
be appointed to represent the company to handle all matters related to the request for

exemption and subsequent matters related to the SPC.

® Please indicate the Authorized Partner/Authorized Director on the request form for a

letter of exemption.

2.3 Register for an e-Licensing account and iAM Smart+ account

® The request for a letter of exemption should be submitted online via the e-

Licensing system, using “iAM Smart+” for digital signing for all operators.

® Please make sure-

(@) the sole proprietor/ authorized partner / authorized director has registered for

an e-Licensing account; and

(b) all the operators have registered for an “iAM Smart+” account for digital

signing.

PHF(E) 51A (11/2025) Page 6/ 15



(Please see paragraph 3.1 for procedures of registration)

®  You may register the two systems at the following websites:-

(@) For e-licensing system: https://apps.orphf.gov.hk/Submission/; and

(b) For iAM Smart+: https://www.iamsmart.gov.hk/en/

® The email addresses registered in e-Licensing system and the clinic’s email
address (if available) will be used for communications on issues related to the

request.

® The e-Licensing system will automatically process your request after you have
completed all the online application procedures. This is the most efficient way

to obtain a letter of exemption.

® [f operator is unable to submit the request form online, please submit the
documents by post or contact our office to make an appointment for in-person

submission. (see paragraph 3.4).

® To reduce waiting time, please contact our staff at 3107 3131 or email
orphf spc@dh.gov.hk in advance to schedule the appointment. For dental
practice only, please call 2631 1782 or email drleo@dh.gov.hk in advance to
schedule the appointment. For further details, please refer to the user guide and
FAQ on the website.

2.4 Prepare the required documents

® Please refer to “PHF 51 Request for Letter of Exemption for Small Practice
Clinics” - “Checklist of Document”.

® You must submit a proof of clinic address, which can be one of the following
documents: -

(a) bill or invoice issued by a utility company (i.e. water, electricity or towngas
suppliers) or record of procurement / maintenance of drugs / medical
equipment, etc, with the clinic name, one of the operators' names, or the
company name? within the last three months from the date of submitting this
request;

(b) copy of a valid Business Registration Certificate which corresponds to your

2 Only applicable for a clinic operated by a company
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clinic operator type (i.e. sole proprietorship, partnership or company) with
the clinic name, one of the operators' names, or the company name?; or
(c) copy of a valid tenancy agreement with at least one of the operators or the

company? but not anyone else listed as the tenant.

® [f you cannot use “iAM Smart+” for digital signature, you must also submit the
copies of Hong Kong Identity Card (“HKID”) of all the operators as the proof of
identity.

2.5 Check the information and required document(s) to be submitted

® Please make sure the information and document(s) to be submitted are true and
correct. Failure to do so might lead to refusal of your request or revocation of

the exemption.

® [n addition, according to section 93 of the Ordinance, any person who furnishes
in the request any statement or information that is false or misleading commits

an offence.

3. Submit the request form on e-Licensing and sign with ‘iAMSmart+”

3.1 Fill in the request form on e-Licensing system

® The request form should be completed by the e-licensing account holder, who

should be the sole proprietor, the Authorized Partner, or the Authorized Director.

® A reference number will be generated automatically on your request form. Please
quote your reference number on all communications with DH related to the request.
You may view the submitted request form and status of your request on e-Licensing

system. For details, please refer to the user guide for e-Licensing.

3.2 Upload the required document electronically

After completing the request form, please prepare the electronic proof of clinic address
in the format of .pdf or .jpg for upload. For details, please refer to the user guide for e-

2 Only applicable for a clinic operated by a company
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Licensing.

3.3 Sign with iAM Smart+

® All operators of the SPC are required to digitally sign the request form with “1AM
Smart+” for identify authentication. An acknowledgment email will be sent to you.
® In general, you are not required to attend the ORPHF for document submission.
Our staff may contact you by phone and/or by email to request more information

related to your request if necessary.

® A letter of exemption will be issued online if your digital submission is in order. A
notification email will be sent to your email address. For details, please refer to

the user guide for e-Licensing.

3.4 Submission of request by other routes

® [f you cannot use “1AM Smart+” for digital signature, please complete the Form
on e-Licensing and print the Form. All operators will have to sign manually on the
Form. You may then submit by post or contact our office to make an appointment
for in-person submission of the following documents: -
(1) Completed and signed Request Form;
(11) Copies of Hong Kong Identity Cards of all operators;
(111) Copies of valid practising certificates of all operators; and

(iv) Address proof of the clinic.

® Should you encounter any difficulties accessing the e-Licensing system, please
contact our office directly. We will evaluate your circumstances and arrange the

most suitable and convenient method for you to submit your request.

For SPC involving medical practice or both medical and dental practice (by
appointment):

Licensing Division

Office for Regulation of Private Healthcare Facilities

Department of Health

6/F, Guardian House

32 O1 Kwan Road

Wan Chai, Hong Kong

(Phone: 3107 3131; Email: orphf spc@dh.gov.hk)
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For SPC with dental practice only (by appointment):
Dental Regulatory and Law Enforcement Office
Dental Services, Department of Health
Room 1801, 18/F, Guardian House,

32 Oi Kwan Road,
Wanchai, Hong Kong
(Phone: 2631 1782; Email: drleo@dh.gov.hk)

4. After receiving the letter of exemption

4.1 Compliance with the Ordinance

®  Operators of exempted clinic must comply with all relevant requirements for SPC

and its operation under the Ordinance.
4.2 Notify DH of changes to the clinics

® [fthere is an intended change(s) of the clinics, including: -
(@) intended cessation of operation of the clinic;
(b) intended cessation of the clinic’s operating as an SPC;
(c) relocation of the clinic; or
(d) change of operator(s) of the clinic,
the operator(s) must give the Director not less than 14 days' advance notice in writing.
Operators who fail to do so may commit an offence under sections 44(3) and (4) of

the Ordinance.

® The intended changes can be submitted through the e-Licensing system for operators
with an e-Licensing account. Subject to the changes, the operator(s) may have to

request another exemption or apply for a licence.

4.3 Display of information

® Operators are not required to display the letter of exemption at their exempted clinics.
However, you are encouraged to display the QR code of the exempted clinic, which
is attached to the letter of exemption, to facilitate the public to obtain the information

of the exempted clinic on the ORPHF website.
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4.4 Private Healthcare Facilities Register

® DH has established the Private Healthcare Facilities Register (“the Register”) to

record all exempted clinics and PHFs with valid licences.
® (linics’ information (e.g., clinic name, clinic address, contact information of the
clinic, type of practice of the clinic, name(s) of the operators) of exempted clinics

will be uploaded to the Register.

® The Register can be accessed on the ORPHF website (www.directory.orphf.gov.hk)

and will be available in ORPHF office for public inspection.

4.5 Cessation of operation

® [f there is intended cessation of the clinic’s operation, please ensure proper
arrangement where necessary for the affected patients to ensure the continuity of care
given to them after the clinic’s closure, adherence to the relevant professional

guidelines, and laws of the Hong Kong Special Administrative Region.

4.6 Validity of the exemption

® The letter of exemption will remain valid (no need to be renewed) until one of the

following situations occurs: -

(@) The clinic is relocated,

(b) The clinic no longer falls under the meaning of an SPC;

(c) The clinic is no longer in operation;

(d) The clinic is no longer in operation as an SPC; or

(e) The exemption is revoked by the Director of Health (e.g. contravention of or
conviction of offences under the Ordinance, professional competence, business
arrangement and financial status.)

For details, please refer to Q9 of this guidance notes.

5 Enquiry

® For exempted clinics involving medical practice or both medical and dental practice,

please contact us at 3107 3131 or orphf spc@dh.gov.hk
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® For exempted clinics involving dental practice only, please contact us at 2631 1782 or
drleo@dh.gov.hk

6. Frequently Asked Questions

® The questions in this document focus on the technical aspect of making a request for a letter

of exemption. For more information, such as the Ordinance and its implementation and the

regulation of PHFs including SPCs, please visit our website at www.orphf.gov.hk.

Filling and submitting the request form

Q1

Al

Q2

A2

Q3

A3

The name stated in my annual practicing certificate is different from the name
stated in my HKIC. What should | do?

Please contact The Medical Council of Hong Kong/ The Dental Council of Hong Kong
to correct the information in the Registered Medical Practitioners/ Registered Dentists
on the General Register and the Specialist Register. Failure in providing relevant

information may be considered as withdrawal of your request.

How can | ask my partners / directors of the company to sign the request digitally

using “ iAM Smart+” on e-Licensing?

After pressing “Sign and Submit” button, a pop up box will be shown. The authorized
partner/ director has to select “Send email to inputted address below for signing” and
input the email addresses of all other operators to ask your partner(s) or other director(s)

of the company to digitally sign the request.

I opt for submitting the request in person. Can | assign any person who is not an

operator to submit the form at DH office?

You may designate an individual other than the operator to submit the request form and

supporting documents on your behalf.

To ensure completeness of documentation and reduce waiting time, please contact our
staff to make an appointment before attending our office to submit the following
documents:-

(1)  Completed and signed Request Form;

(i)  Copies of Hong Kong Identity Cards of all operators;
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Q4

A4

Q5

A5

(iii) Copies of valid practising certificates of all operators; and

(iv) Address proof of the clinic.

Operators are strongly encouraged to submit requests through electronic means, as this

method offers the greatest convenience and ensures the shortest processing time.

Can | change the route of submission after confirming the selected route on e-
Licensing system?

No. If you fail to submit your request using the selected route on e-Licensing system,

you will need to fill in another request form.

I operate mobile clinic truck(s) in which registered medical practitioners and/or
registered dentists practise provide health services across Hong Kong. Do | need

to apply for a licence under the Ordinance?

Yes. Mobile clinics need to obtain a clinic licence or request a letter of exemption.
Under section 2(1) of the Ordinance, “premises” includes any place and, in particular,
includes the following: (a) any land or building; (b) any vehicle or vessel (other than a
sea-going ship as defined in the Merchant Shipping (Seafarers) Ordinance (Cap. 478));
(c) any part of any land or building or of any vehicle or vessel mentioned in paragraph
(@) or (b). Also, the Ordinance regulates any premises where registered medical
practitioners and/or registered dentists practise. Any premises with medical and/or
dental practice are required to be covered by a licence or a letter of exemption.

For a mobile clinic truck, you should indicate in the application form or request form
for exemption with the following motor vehicle licence information as the clinic address.
Also, please indicate the major service area (e.g. Kowloon) and district (e.g. Yau Tsim
Mong) in the clinic address.

e Clinic address in English

e.g. MOBILE CLINIC (MOTOR VEHICLE LICENCE REGISTRATION MARK: AM
1000 AND CHASSIS NO./V.l. NO.: ITE12345678901234567)

e  Clinic address in Chinese

e.q. JEZHAT (B IEEECHRHE © AM 1000 K i3 57 B85/ = 0 a1 i 655 -
ITE12345678901234567)
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Please also submit a copy of your vehicle registration document issued by the Transport
Department as a supporting document. Subject to your condition, other documents may

be required.

After submission of request for letter of exemption for SPC

Q6

A6

Q7

A7

Q8

A8

What do | need to do after submission?

An acknowledgement email containing the reference number of your request will be
sent to you upon submission. If your request form is filled in on e-Licensing, the
reference number is also available on the account. DH may contact you by phone and/or
by email to request more information related to your request. Please quote your

reference number on all communication related to the request.

I would like to amend information on my request/withdraw my request after

submission, what should | do?

For amendment: If your request form is completed via e-Licensing system, you can

edit it before confirming the information you have provided. Once it is confirmed, the

request cannot be changed.

For withdrawal: You may click “Remove Request” on the e-Licensing system to
withdraw the request. You can then submit a new request. However, you are unable to
withdraw your request once DH has started to vet your request. Please contact our staff

by quoting the reference number that has been sent to your email address.

My clinic fulfils the requirements of an SPC and | do not operate three or more
other exempted clinics. Under what circumstances will the DoH refuse my request

for a letter of exemption?

According to section 43 of the Ordinance, the Director must refuse to issue a letter of
exemption if the Director considers it inappropriate for the person making the request
to carry on the practice in the clinic without a licence. The criteria of the assessment
include, but not limited to, contravention of or conviction of offences under the
Ordinance, professional competence, business arrangement and financial status. For
details, please refer to the “Guidance Notes for Considering Inappropriateness for a
Person to be Issued with a Letter of Exemption for Small Practice Clinic to Carry on

Practice in a Clinic Without a Licence”;
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(https://www.orphf.gov.hk/files/file/PHF(E) 52A Guidance Notes for Considering Inappro

priateness.pdf ). Operators of any clinic that does not meet the definition of SPC must

apply for a clinic licence.

After issuance of letter of exemption for SPC

Q9  Under what circumstances will the exemption be revoked?

A9  The grounds for revoking the exemption for an SPC specified in section 46 of the

Ordinance are as follows —

(@)
(b)
(©

(d)

(e)
(f)
(9)

(h)

an operator of the clinic contravenes or has contravened the Ordinance;

an operator of the clinic has been convicted of an offence under the Ordinance;

for a clinic operated—

(i) by an individual as a sole proprietor—the individual has become bankrupt or
made a voluntary arrangement with the individual’s creditors within the
meaning of the Bankruptcy Ordinance (Cap. 6);

(if) by a partnership—the partnership has been dissolved;

(iii) by a company—the company has commenced to be wound up or dissolved,

the person making the request under section 42 in relation to the clinic has made a

false statement in the request, or in any information or document required by the

Director under this Ordinance;

the Director is satisfied that the clinic has ceased to exist or be operated;

the Director is satisfied that the clinic has ceased to be operated as an SPC;

the Director considers that the clinic has been operated in a way contrary to the

public interest;

the Director considers for another reason that it would be inappropriate for the

exemption to continue to be in force.

Please refer to the Ordinance for details.

Q10 1 would like to link my exemption clinic to another e-Licensing account. What can

| do?

A10 Please contact us if you wish to link your exempted clinic from the existing e-Licensing

account to another e-Licensing account. Please note that each exempted clinic can only

be linked to one e-Licensing account.
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