® Office for Regulation of Private Healthcare Facilities

l Department of Health

Guidance Notes for Notice of Intended Change or

Cessation of Exempted Clinics

Under the Private Healthcare Facilities Ordinance (“the Ordinance”), the Department of Health
(“DH”) starts accepting requests for letter of exemption for Small Practice Clinic (“SPC”’) from
13 October 2025 onwards. After obtaining the letter of exemption, the operators of SPCs may

anticipate changes to the clinics in the future.

Under section 44(1) of the Ordinance, operators of an exempted clinic must give the Director
of Health (“the Director”) not less than 14 days’ notice in writing of —

(a) any intended change of the clinic’s operators;

(b) any intended change of the clinic’s address;

(c) any intended cessation of the clinic’s operation; or

(d) any intended cessation of the clinic’s operating as a small practice clinic

In other words, operators must notify the DH at least 14 days before the intended changes.

Under section 44(2) of the Ordinance, if the change occurs because of the death or
deregistration of an operator, the notice may be given within 14 days after the date of the

operator’s death or deregistration.

Notification of intended change or intended cessation of an exempted clinic is free of charge.

This document provides stepwise guidance for operators to notify DH of intended change(s)
or intended cessation of the exempted clinic. It should be read in conjunction with the
Ordinance and the PHF 54 Notice of Intended Change or Intended Cessation of an
Exempted Clinic (“ICC form”), which are available at the website of the Office for
Regulation of Private Healthcare Facilities (“ORPHE”).
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1. Before making a notice of intended change or intended cessation

1.1 Determine what changes are considered as intended changes / intended cessation
Operator(s) of an exempted clinic that holds a valid letter of exemption must make a
notice to DH of intended change(s) or intended cessation of the exempted clinic. Some
changes may involve amendment to the letter of exemption, whereas others may involve

revocation of the exemption.

l. Changes that result in revocation of exemption

A. Relocation of exempted clinic;

B. Cessation of operation of exempted clinic (including changing the operating
partnership / company) !;

C. Cessation of clinic’s operating as a small practice clinic';

D. Change the individual operating the clinic as a sole proprietor (including
changing the operating sole proprietor from one individual to another; changing
the form of operation to partnership / company)';

E. Sole proprietor has become bankrupt or made a voluntary arrangement with the
individual’s creditors within the meaning of Bankruptcy Ordinance (Cap.6)'; or

F. Partnership has been dissolved / company has commenced to be wound up or

dissolved'

For the above situations, the operator(s) must notify DH of the intended changes AND
submit another NEW request for exemption (or apply for a clinic licence / day procedure
centre licence, if applicable) in order to operate the clinic after the changes. The clinic

must cease operation before a new letter of exemption or licence is granted.

. Changes that result in amendment to the letter of exemption
A. Change of partner(s) / director(s) (only applicable to partnership / company not
wound up / dissolved)';
B. Change in type of practice! (e.g. change from medical practice to dental
practice);
C. Change of name of exempted clinic';
D. Amendment of address information (not involving relocation of exempted

clinic)!; or

! Operators must give the Director not less than 14 days’ notice in writing of this intended change / intended
cessation.

2 1f operators are unable to give the Director not less than 14 days’ notice in writing of this change, they should
submit the notice as soon as practicable.
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E. Change of name of the existing operator'.

For IT A, if there is an intended change of all partners at the same time, it is considered
as intended cessation of the exempted clinic. Operators should notify the intended

cessation at Section I instead. (Only applicable to SPC that is operated by partnership)

1. Other changes that must inform DH but will not result in an amendment to
the letter of exemption or revocation of exemption
A. Change of company name?;
B. Change of contact or correspondence information of exempted clinic / existing
operator(s)?; or

C. Change of Authorized Partner / Authorized Director among existing operators>
1.2 Notifying the DH of the intended changes or cessation
If there are anticipated or known changes to an exempted clinic listed under paragraph

1.1 of this guidance notes, the operator is required to submit the ICC form to the DH not

less than 14 days before the intended change or cessation.

Multiple intended changes with the same effective date may be submitted on the same
ICC form. However, multiple intended changes with different effective dates or

involving revocation of exemption (i.e. paragraph 1.1(I)) have to be submitted separately.

1.3 Determine who is responsible for submitting the notice of intended change or

cessation

The operator(s) of the exempted clinic are responsible for notifying DH of intended

change(s) or intended cessation of the exempted clinic.

For exempted clinic that is operated by sole proprietorship, the sole proprietor is

responsible for submitting the notice of intended change or intended cessation.

For exempted clinic that is operated by a partnership, all partners are responsible for
completing the notice of intended change or intended cessation. The Authorized Partner
(as indicated to the DH when making a request for a letter of exemption) should submit

the ICC form and represent the partnership to handle all matters related to the notice and

PHF(E) 54A (11/2025) Page 4 /15



subsequent matters related to the exempted clinic.

For exempted clinic that is operated by a company, all directors in the company are
responsible for completing the notice of intended change or intended cessation. The
Authorized Director (as indicated to the DH when making a request for a letter of
exemption) should submit the ICC form and represent the company to handle all matters

related to the notice and subsequent matters related to the exempted clinic.

In scenarios where there is an intended change of Authorized Partner / Authorized
Director, the new Authorized Partner / Authorized Director should represent the

partnership / company to submit the notice of intended change.

1.4 Determine when to submit the notice of intended change or cessation
According to section 44(1) of the Ordinance, the operator of an exempted clinic must
give the Director not less than 14 days’ notice in writing of the following intended change
or intended cessation —
(@) any intended change of the clinic’s operator;
(b) any intended change of the clinic’s address;
(c) any intended cessation of the clinic’s operation; or
(d) any intended cessation of the clinic’s operating as a small practice clinic.
In other words, operators must notify the DH at least 14 days before the intended

changes.

Separately, according to section 44(2) of the Ordinance, if the change occurs because of
the death or deregistration of an operator, the notice may be given within 14 days after
the date of the operator’s death or deregistration. Please refer to Part 5 of this guidance

notes for details.

Any person who contravenes sections 44(1)(a), (b) or (¢) or 44(2) of the Ordinance
commits an offence and is liable on summary conviction to a fine at level 4 (i.e. up to
$25,000). Any person who contravenes sections 44(1)(d) of the Ordinance commits an
offence and is liable on summary conviction to a fine at level 4 (i.e. up to $25,000) and

to imprisonment for 3 months.
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For other intended changes or intended cessation that are not included in sections 44(1)
or 44(2) of the Ordinance, the notices should be given at least 14 days before the intended

changes. Please refer to paragraph 1.1 for details.

1.5 Reserve enough time for processing
Operators are advised to submit the notice of intended change or intended cessation of
exempted clinic early to allow sufficient time for processing. The processing time varies

depending on the routes of submission and the nature of the intended change or cessation.

The earliest time that an operator may submit a notice of intended change or cessation is

70 calendar days prior to the date of the intended change or intended cessation.

Please be reminded that the notice of intended change or cessation will only be processed

after the completed and signed ICC form and all required documents have been received.

1.6 Documents to be prepared for the following changes
(1) For change of partner(s) / director(s) (only applicable to partnership not
dissolved / company not commence to be wound up / dissolved), you must
complete Section II A of the ICC form. In addition, you must submit copies of
Hong Kong Identity Cards and copies of valid practising certificates of new
operators if you are not using iAM SMART+ to digitally sign the ICC form.
(Please refer to paragraph 1.7 for details on registration for iAM SMART+).

(i1) For changes to address information (but NOT involving relocation of the
exempted clinic), you must complete Section II D of the ICC form. In addition,
you must submit a proof of clinic address, which can be one of the following

documents:

e 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 notice;

3 Only applicable for a clinic operated by a company

PHF(E) 54A (11/2025) Page 6/ 15



e copy of a valid Business Registration Certificate which corresponds to your clinic
operator type (i.e. sole proprietorship, partnership or company) with the clinic
name, one of the operators' names, or the company name>; or

e copy of a valid tenancy agreement with at least one of the operators or the

company” but not anyone else listed as the tenant

(ifi)  For changes to the name of the existing operator (i.c. the same operator but
his name has been revised), you must complete Section I E of the ICC form.
In addition, you must submit documents relating to the change of name, such

as the following documents:

e Copy of Hong Kong Identity Card after change of name
e Deed Poll

(iv)  For changes to the name of the company operator (i.c. the same company
remains as the operator but the company name has been revised), you must
complete Section III A of the ICC form. In addition, you must submit
documents relating to the change of company name, such as the Certificate

of Change of Name issued by the Companies Registry.

For other changes that will lead to revocation of letter of exemption, no document proof

is required.

1.7 Register for an e-Licensing account and iAM Smart+ account
Operators who initially submitted the request for letter of exemption via the e-Licensing
system and “iAM Smart+” may log-in the same e-Licensing account to submit the ICC

form.

Operators who have yet to register for the above two systems may refer to the following
websites for registration: -

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

e ForiAM Smart+: iAM Smart - Home.

After registration, operators may contact our staff to link your clinic profile(s) to

3 Only applicable for a clinic operated by a company
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your e-Licensing account to make subsequent notice of intended change or intended

cessation.

For exempted clinic involving medical practice:
Tel: 3107 3131
E-mail: orphf spc@dh.gov.hk

For exempted clinic involving dental practice only:
Tel: 2631 1782
E-mail: drleo@dh.gov.hk
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2. Submit the notice of intended change or intended cessation on e-Licensing

and sign with ‘iAMSmart+”

2.1 Fill in the ICC form on e-Licensing system
The ICC form should be completed by the e-licensing account holder, who should be the

sole proprietor, the Authorized Partner or Authorized Director.

A reference number will be generated automatically on your ICC form. Please quote your
reference number on all communication with DH related to the change. You may view the
submitted ICC form and status of processing on e-Licensing system. For details, please

refer to the user guide for e-Licensing.

2.2 Upload the required document electronically
After completing the ICC form, please prepare the required documents in .pdf or .jpg format

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

2.3 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 for processing your notification.

In addition, according to section 93 of the Ordinance, any person who furnishes in the notice
any statement or information that is false or misleading commits an offence and is liable on

summary conviction to a fine of maximum $100,000 and to imprisonment for 2 years.

2.4 Sign with “iAM Smart+”
All operators of the exempted clinic are required to digitally sign the ICC form with “i1AM

Smart+” for identity authentication. An acknowledgment email will be sent to you.

In general, you are not required to attend the ORPHF office for document submission. Our
staff may contact you by phone and/or by email to request more information related to your

notice of intended change or intended cessation if necessary.

A notification email will be sent to your email address once the processing of your notice is

completed.
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2.5 Submission of request by other routes
If operators are unable to complete the submission via e-Licensing or iAM Smart+
systems, you may submit the signed ICC form and all required documents by post.
Alternatively, operators may submit the application in person by scheduling an
appointment with DH. Please note that submission in-person will incur longer

processing time.

For document submission for clinics involving medical practice:-

Licensing Division

Office for Regulation of Private Healthcare Facilities
Department of Health

6/F, Guardian House

32 Oi Kwan Road

Wan Chai, Hong Kong

To ensure completeness of documentation and reduce waiting time, please contact our staff

at 3107 3131 or email orphf spc@dh.gov.hk in advance to schedule an appointment.

For document submission for clinics involving dental practice only:-

Dental Regulation and Law Enforcement Office
Dental Services, Department of Health

Room 1801, 18/F, Guardian House,

32 O1 Kwan Road,

Wan Chai, Hong Kong

To ensure completeness of documentation and reduce waiting time, please contact our staff

at 2631 1782 in advance to schedule an appointment.

2.6 Receiving notification email from the DH
After processing of the notice for intended changes or cessation of operation, DH will
send you a confirmation email with one of the following information, depending on the
type of changes involved:-
(a) a link to the new digital letter of exemption;
(b) a notification informing you that the Clinic’s exemption has been revoked and the
effective date; or

(c) a notification that the intended change(s) is acknowledged.

The time for obtaining the email varies from days to weeks according to the complexity of
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the changes.

3. After receiving the result of the intended change or intended cessation

3.1  Compliance with the Ordinance
Operators of the exempted clinic must continue to comply with all relevant requirements

for SPC and its operation under the Ordinance.

3.2 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. You may display it in paper or electronic format.

3.3 Disposal of the old Letter of Exemption
If a new letter of exemption has been issued or if the exemption has been revoked, the
old letter of exemption will no longer be valid. You should ensure the paper format of
the old letter of exemption is properly disposed of to avoid being misused by other

persons. You are suggested to shred it before disposal.

3.4 Revocation of the clinics
If DH has confirmed in the email that the letter of exemption shall be revoked on a
particular date, you should make sure the clinic will cease operation starting from that

day.

3.5 Private Healthcare Facilities Register
DH has established the Private Healthcare Facilities Register (“the Register”) to record
all exempted clinics and Private Healthcare Facilities (“PHFs”) with valid licences. The
Register can be accessed on the ORPHF website (http://www.directory.orphf.gov.hk) for

public inspection.

Clinics’ information (e.g., clinic name, clinic address, contact information of the clinic,
type of practice of the clinic, name(s) of the operators) are available on the Register.

The revised information will be updated on or after the date of intended change.

For a clinic whose exemption has been revoked, the original clinic’s information and the

date of revocation will be shown on the Register for 30 more days before removal.
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3.6 Cessation of operation
If you intend to cease to operate the clinic, please ensure proper arrangement has been
made for the affected patients to ensure the continuity of care after the clinic’s closure.
You should adhere to the relevant professional guidelines and laws of the Hong Kong

Special Administrative Region for the closure.

Please ensure you have made the following preparations before cessation of operation:-
Staff management;

Informing patients about cessation of operation;

Management of medical records and case referral;

Arrangement of patient access to their medical records after cessation of operation;

Arrangement of outstanding laboratory and radiological results;

YV V. V VYV V V

Disposal of chemical waste (including drugs), clinical wastes, irradiating apparatus,

radioactive materials, and medical equipment.

For exempted clinics with medical practice, please refer to section 1.3 of the Code of
Professional Conduct issued by the Medical Council of Hong Kong regarding cessation
of practice. For exempted clinics with dental practice, please refer to section 4.3 of the

Code of Professional Discipline issued by the Dental Council of Hong Kong.

Please contact the Drug Office and the Radiation Health Division of the Department of

Health for proper disposal of drugs and irradiating apparatus.

4. 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.

For exempted clinics involving dental practice only, please contact us at 2631 1782 or

drleo@dh.gov.hk.
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5. Frequently Asked Questions

This part focuses on the technical issues related to submission of a notice of intended change

or intended cessation of an exempted clinic. For other information, please visit our website

at www.orphf.gov.hk.

Filling and submitting the ICC form

Q1

Al

Q2

A2

Q3

A3

How many items of intended change / intended cessation can I choose on the ICC
form?

If Section I items are selected (i.e. changes that result in revocation of exemption),
operators can select more than one item within Section I, but cannot select any other

items in Sections II and III of the ICC form.

If Section I is not selected, operators may select more than one item on the ICC form

across Section II and III, provided that they have the same effective date.

I am relocating my exempted clinic from point A to point B. Apart from the
location, all other aspects including the operator, clinic name, type of practice, etc.
remain the same. Will my exemption be revoked?

The Ordinance is a premises-based regulatory regime. Relocation will result in
revocation of your exemption. You will have to request another letter of exemption to

continue to operate the clinic at the new site.

I am currently operating an exempted clinic as a sole proprietor. I would like to
add an operator to the clinic and run this clinic as a partnership. What should I
do?

Operators may operate the exempted clinic in the form of sole proprietorship,
partnership or company. Any intended change to switch the form of operation will

result in revocation of exemption.

You should submit an ICC form notifying DH of the intended changes and submit
another new request for exemption (or apply for a clinic licence / day procedure centre
licence, if applicable) in order to operate the clinic after the changes. The clinic must

cease operation before a new letter of exemption or licence is granted.

PHF(E) 54A (11/2025) Page 13/15



Q4 My boss is a sole proprietor of an exempted clinic and he passed away yesterday
night. I am a clinic assistant working in the clinic. What should I do?

A4  Once the sole proprietor has passed away, the clinic should cease operation
immediately. Anybody who learns about the bad news can notify DH as soon as

possible.

In addition, the personal representative of the deceased operator should submit the
following information to DH for cessation of operation of the clinic:-
® The personal representative: name, contact phone number, relationship with the
deceased, +/- Grant of Representation or Confirmation Notice;
® Document proving the death of the operator, such as,
»  The death certificate issued by hospital or governmental authority;
»  The discharge summary issued by the hospital specifying his death; or
»  Certificate of Cremation / Burial
Our staff will contact you or the personal representative to revoke the exemption.

Please follow paragraph 3.6 for management of clinic closure.

QS5 I am the operator of an exempted clinic and I just got deregistered by the Medical
Council of Hong Kong / the Dental Council of Hong Kong. Do I need to inform
DH about that?

A5  Yes, you must inform DH via phone early about the de-registration and submit the ICC
Form within 14 days after the de-registration. Please stop practising medicine/dentistry

in Hong Kong immediately.

If you are the sole proprietor, DH will proceed to revoke the exemption.
If you are one of the partners or directors of the company and other partners or directors
of the company are continuing to operate the exempted clinic, the letter of exemption

should be amended.

Please contact our staff for further information.

After submitting the notice of intended change or cessation

Q6  What do I do after submission of the notice?

A6  Anacknowledgement email containing the reference number of your notice will be sent

to you upon submission. If your ICC form is filled in on e-Licensing, the reference
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Q7

A7

QS

A8

Q9

A9

number is also available on the account. DH may contact you by phone and/or by
email to request more information related to your notice. Please quote your reference

number on all communication related to the notice.

Can I make a new request for a letter of exemption for my new clinic right after I
submitted the notice of intended cessation of my previous clinic?

You may submit a new request for a letter of exemption right after submission of the
notice of intended cessation. However, if you are already operating 3 exempted clinics
or the address of your new clinic is the same as the clinic that is intended to be ceased,
DH may contact you for clarifications before issuance of the new letter of exemption.
Operators are therefore advised to submit both the notice of intended cessation and
request for a letter of exemption early to ensure enough time for processing. The clinic

must not operate before a new letter of exemption or licence has been granted.

My clinic will change its operator / address / operation 2 weeks later. I am not
able to get all the documentary proof within these few days. Should I submit the
ICC Form now or wait until I have gathered all documentary proof?

Please submit the ICC Form now. It is the requirement of the Ordinance that you must

notify DH 14 days before the intended change.

Please submit the documentary proof once they are available. The DH will process

your notification of change when all relevant documents have been submitted.

Can I amend information on / withdraw my notice of intended change or intended
cessation after the ICC form is signed and submitted?
For amendment: If your notice is completed via e-Licensing system, you can edit it

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

cannot be changed.

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

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