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All complaints must be lodged in writing.
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Please ensure that all parts in the form are completed in clear and legible manner and the information is
accurate. If there is insufficient space, please use additional sheet to be attached to this form.
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Please prowde your personal partlculars |n the Complaint Form. The Social Workers Registration
Board shall not deal with any complaint that is made anonymously, or when the complainant cannot be
identified/traced, or if the form is not duly completed.
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The information provided will be used in the processing of the complaint and in the conduct of
disciplinary proceedings relating to the inquiry of an alleged disciplinary offence. The information will
be kept in strict confidence.
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In accordance with Section 25(3) of the Social Workers Registration Ordinance, your complaint will be
submitted to the Preliminary Investigation Committee comprising two members of the Registration
Board for initial consideration.
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If a disciplinary committee is appointed by the Registration Board to inquire into the complaint, all the
information relating to the complaint provided by you will be copied to the registered social worker
being complained of to prepare for a defence. Please also make careful reference to the “Pre-hearing
Procedures” attached.
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If you have any questions or need assistance in filling this form, please call 2591 1955.
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You are advised to keep a copy of this completed form for reference.
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Part I: Particulars of Complainant
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If there is more than 1 complainant, please provide particulars of other complainant in (ii) below.

) = R ',jf&l% M4 %¥¥R]  Particulars of Principal Complainant
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Name (Mr/Mrs/Ms)

Contact Tel. No. Fax. No.

Correspondence Address

i) E pyRY r;gl% M %¥¥R]  Particulars of other Complainants
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Name (Mr/Mrs/Ms)

Contact Tel. No. Fax. No.

Correspondence Address
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Part Il : Particulars of Registered Social Worker(s) being complained
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If there is more than 1 registered social worker being complained, please provide all the names and
relevant information.
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Name of Registered Social Worker

Employing Agency
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If contact lnformatlon is known, please fill in the following:--
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Contact Tel. No. Fax. No.

Correspondence Address
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Name of Registered Social Worker

Employing Agency
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If contact lnformatlon is known, please fill in the following:--
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Contact Tel. No. Fax.No.

Correspondence Address
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Part 111 : The Complaint
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You must have actual knowledge of the aIIeged offence being complained of and give the date(s) when
the complained event(s) occurred.
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If you are making a complaint which occurred at a date more than two years from the date you fill in this
Complaint Form, you must explain the special reasons which account for your delay in lodging this
complaint.
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You must divide the content of the complaint in paragraphs and number the paragraphs consecutively.
Each paragraph must so far as convenient contains one complaint only. Where there are two or more
complaints incorporated in one single paragraph, the Social Workers Registration Board shall not be held
responsible for omission of dealing with more than one complaint in one paragraph.
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Please tick in the appropriate box.
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I / We have lodged a complaint to the Social Workers Registration Board. There is no supplementary
information. For details, please refer to the document dated attached herewith.
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I / We have lodged a complaint to the Social Workers Registration Board. For details, please refer to
the document dated attached herewith and the additional information provided
below.
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I / We hereby lodge a complalnt to the Social Workers Registration Board. Details of the complaint are
as follows.
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Summary of complaint / Supplementary information




« FETBEIHA -

Please delete if inappropriate.
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Part 1V : Declaration and Consent
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*| /| We declare that the information provided by *me/us in this form is true and correct to the best of
*my/our knowledge.
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* | / We also agree that this complaint and the supportive evidence provided would be examined by the

Preliminary Investigation Committee comprising two members of the Social Workers Registration Board

and, where appropriate, would be used in the conduct of disciplinary proceedings relating to the inquiry

and copied to the registered social worker being complained of to prepare for a defence.
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Name of Other Complainant Signature of Other Complainant Date
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Please delete if inappropriate.




Guidelines to Complainants
Pre-hearing Procedures

When lodging a complaint and filling in the Complaint Form, complainants should also take note of

the following pre-hearing procedures which apply before a disciplinary inquiry is held.

Submission of Evidence

1.

You may tender further written submission and documentary evidence to support your complaint, failing
which the content of the complaint included in the Complaint Form will be your only witness statement to
be considered in the hearing.

You may tender any other statements of other witnesses. Please note that such statements could only be
submitted on condition that those witnesses making the statements would be present in the hearing for
cross-examination.

You shall observe the following rules when preparing your written submission and all witness statements:

(@) your written submission and all witness statements shall be made in first person knowledge.

(b) your written submission and all witness statements shall be drafted in paragraphs numbered
consecutively. Each paragraph must present at most one point or issue as far as practicable.

(c) if you adduce documents as evidence, you must adduce the original copies of these documents.
Any photocopy or non-original documents shall only be adduced if you can give satisfactory reasons
for doing so. The presiding member of the Disciplinary Committee has a discretionary power to
exclude the use of photocopies or non-original documents.

Your written submission, witness statements, and other documentary evidence must be submitted to the
Registrar not later than 3 weeks prior to the hearing. The presiding member of the Disciplinary
Committee has a discretionary power to exclude the admission of any late submission of written
submission, witness statements, and other documents submitted.

If you request to submit evidence at a date less than 3 weeks but more than 2 weeks prior to the first

hearing, the presiding member of the Disciplinary Committee may exercise its discretionary power to
admit such evidence if

(a) the evidence is relevant; and

(b) admission would not prejudice the interest of the other party; and

(c) it is fair and just to admit the same.

If you request to submit evidence at a date less than 2 weeks prior to the first hearing, then pending the

written consent of subject of the complaint [to be obtained by you], the evidence may be allowed. Failing
consent, upon good reasons supported in evidence submitted by you, the presiding member of the



Disciplinary Committee may exercise discretionary power, upon the fulfillment of conditions prescribed
on you, to allow admission if it is fair and just to do so and if necessary to adjourn the hearing to another
date.

Mutual Access to parties’ evidence for hearing

If parties (you and the subject of the complaint) have submitted evidence within the prescribed time limit,
then each party is entitled to obtain a copy of all the written submission, witness statements, and other
documentary evidence of the other party 2 weeks prior to the date of the first hearing.

If you default in submitting evidence within the prescribed time limit, and late adducing is allowed
pursuant to para. 6 above, then

(@) you can obtain a copy of the evidence provided by the subject of the complaint as soon as you have
submitted your evidence, and

(b) the Disciplinary Committee can exercise discretionary power to determine the access to and the
adducing of evidence to ensure fairness and justice.

Application for Adjournment of Inquiry

10.

If there are good reasons you need to adjourn the fixed date of hearing notified, a written application to the

Registrar is required, stating the grounds in support of adjournment with supportive documents where
appropriate, not later than 3 weeks prior to the date of the hearing. The presiding member of the
Disciplinary Committee shall consider such application, and may, where appropriate, impose conditions in

allowing an adjournment of the hearing, for a period not more than 6 weeks.

Applications for adjournment outside of the prescribed time may only be considered if there are very good

reasons supported in evidence. If the presiding member of the Disciplinary Committee forms the opinion
that it would be unfair and unjust to parties not to allow an adjournment, he may, upon the fulfillment of
conditions prescribed on you, including and not limited to the payment of administrative and other fees,
grant an adjournment.

Social Workers Registration Board
February 1999
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