Appendix 1
The workflow of complaint handling (Flow Chart A)
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The workflow of complaint handling (Flow Chart B)

Flow Chart B
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Appendix 2

Complaint Form A

22/5/2025
;o%g_g K_ogn)z ;sﬂ;uxt; of Speech Therapists H KI ST
BRI A (BREASDIARMAR)
Complaint Form A (Against HKIST)
JEE A Notes

A BIRTFRRETIIRE (B SRARMASRIFHA SRR ZIZF) (SU44mE: HKIST-B-CHP-v3) 58
6 I ERITEBARME . FTAIRFFAMIEERIERE .
This specified Complaint Form is prescribed under section 6 of the Procedures for Handling of
Complaints against Hong Kong Institute of Speech Therapists (document code: HKIST-B-CHP-v3).
All complaints must be lodged in this specified form.

B. PT/ARNEASBMIHIASHRFRARNEHE | WIRMIEMEMRNER. MBREABER | 518E5
BRI B TTARSR | WAEHRAFRAE —OHR3C 2B 1B FEP info@hkist.org.hk 1238 EF LEMR.
You are required to fill in the various fields of the Complaint Form in a clear and legible manner and
provide accurate and true information. You may add sheet(s) and attach it to this Form or submit an
electronic word file via email info@hkist.org.hk if the space of this form is insufficient.

C. BIRFRBIRERE TREALR. LESL, SRFANSHAEEN. SRFANTEREEEL .
IR RIS RIAZ IR | BB SRIARAA SRR SIE.,
Please provide your personal particulars in the Complaint Form. Hong Kong Institute of Speech
Therapists shall not deal with any complaint that is made anonymously, or when the complainant
cannot be identified or traced, or if the form is not duly completed.

D. METINER , BASHAFMA SN EAEREFF
Investigation may not be conducted or continued under the following circumstances,

a. RAFERHEEN, MERE, EREIERIRZEENE.
The complaint is frivolous, vexatious, misconceived or lacking in substance.

b. BRRFMTAREZHR , HARFABMPERFITAZ AR , SRB12/EA.
A period of more than 12 months has elapsed beginning when the complained act was done
or from the date the Complainant acquires knowledge of the complained act.

c. RHEBRFITARENARFE NMEARRFMER , IEEZEAMBEENHTEABRE)
EITHAEERSE.,
The person aggrieved by the act does not desire (or in the case of a representative
complaint, none of the persons aggrieved by the act desires) that the investigation be
conducted or continued.

d. BFARAESIERHAMEE SRR A G TRME— SRR,
The complainant fails to provide further information or clarification requested by the HKIST
within a reasonable timeframe.
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22/5/2025
Hong Kong Institute of Speech Therapists H KIST
EREEARBLR Mk

E. BETARMAMER , RARBIMRFREF L. AEEREERE. EEMER  RFASTERE
EEmHEEVARZESMER | DEEITHAEMEIR.
The information provided will only be used in the processing of the complaint. The information will be
kept in strict confidence. The Complainant may be required to consent to releasing information on
his/her identity to those against whom allegations have been made for the purpose of conduct of the
investigation and adjudication.

F. R RATTIE REIEENITR , BASHARMA SRIERFABNAHEBIER.
If a complaint involves any violation of the criminal law, the HKIST will refer the Complainant to the
appropriate authorities.

G. M TFHIARHREBEAMERTERE , S5 EEZE info@hkist.org.hk Fi& BB S RIARAT AT
£
If you have any questions or need assistance in filling out this Form, please contact the Secretariat,
Hong Kong Institute of Speech Therapists via info@hkist.org.hk.
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Secretariat, HKIST, Unit 2101, 21/F, Gala Place, 56 Dundas Street, Kowloon
Email: info@hkist.org.hk



22/5/2025

Hong Kong Institute of Speech Therapists H KIST
EREEARBLR ML d

P SRR AR

Part I: Particulars of Complainant

wE (/L)
Name (Mr./ Ms.)

Btk AR SAS

Contact Phone No.

RERMAE (20F)
Email Address (if any) :

B4R HbtiE Correspondence Address:

Z.H5 A
Part Il : The Complaint

FREI TR BESSHARMASNBERZEE | RIS EREELT , LME
PRYE,

If you complain about the conduct of a staff or a member of a committee / the Professional committee of
HKIST, please provide the name of the staff or the member for our follow up.

FI T D EIERFRRNA S BIER | YA EB FIEFAERE—E% 8 —ESRERT
RERBE—IatRFr. AR T RRMIEKE S IRHFFIAMER—EBEZWN , 5 HE
BE AR A SERITZBIRHREIERNG AER , B SLARMAGHIAE
=

You must put down the content of the complaint in separate paragraphs and number the paragraphs
consecutively. Each paragraph must so far as convenient contain one complaint only. Where there are

two or more complaints incorporated in one single paragraph, Hong Kong Institute of Speech Therapists
shall not be held responsible for any omission of dealing with more than one complaint in one paragraph.
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22/5/2025

Hong Kong Institute of Speech Therapists H KIST
EREEARBLR Loaa 2 |

AN BREBBRSEARMLASELIR  sHENT -
| hereby lodge a complaint to Hong Kong Institute of Speech Therapists. Details of the complaint are as
follows:

FEREME A EHA (201 A )Date when the alleged incident being complained occurred, if applicable

TR A OHhEL (AN3E ) Place where the alleged incident being complained occurred, if applicable

FEFFFETA Major issue(s) to complain:

ARG EAMTASR Details of the alleged incident being complained:

XA GREBEAREL 0%) -

Supporting document(s) of the complaint (Please U as appropriate):

O #H, #F2EM4 O &%

Yes, please refer to the attachment(s) No

4
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22/5/2025

Hong Kong Institute of Speech Therapists H KIST
EREEARBLR MO A )

AED : BHERE

Part Ill : Declaration and Consent

O  AAGERIA R ERIEMEH.
| declare that the information provided by me in this form is true and correct to the best of my
knowledge.

QO FAEEHRFEIRHENER , BTHEBEBSHARMLASNEXZTEGERK  YEEENER
T, MARAEMMZIRGREIER | SAERNTEF L.
| agree that this complaint and the supportive information provided would be examined by the
Professional Committee of Hong Kong Institute of Speech Therapists and, where appropriate,
would be used in all relevant complaint handling and/or disciplinary procedures

AR AL RFARE HEA
Name of Complainant Signature of Complainant Date
5
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22/5/2025

Hong Kong Institute of Speech Therapists H KIST
EREEARGAR s S
EUN-Gitve 3-ZE

1. {RESSEARMASRENEAESR EEEMTE

2. RFRIZNAMBEEAERNGEAR AR E BEARNEE WA e AR ML MR B ik E
ATEOREAE

3. REHEMBE (EAESEEREG) BRMEIEREREFIETHREAESR. NERSEEEASL
JE DIZEmEEZE info@hkist.org.hk 324 .

B R B AR R:

1. FRESSHARMASRENEAENEHMEN BRI E Ziiﬁ?ﬁ ISR ANR IR E R
HiAERATRNEN. MIRREERETTEN | AGTRAEE — LRI,

2. IR AMIARMERHRERRIR B RE $@ﬁ#§¥:ﬁﬁqﬁkfmf,\E@ﬂﬁ%ﬁﬁﬁfﬁnﬁﬂ‘lﬂﬁﬁfﬁﬁ%i%
BEREIEFHRR ., MEHEFIREERE SRR AL/ it B ARRSIER BRI A
S8 BESER A IR (E A BAE .

3. IR ASHEBHESRHIRIS L AERD 18 5% , AR ASHERHRSF RS EN X FIEE REAL
A FERIEF ASARBIRER A IR IS & 1 BhIR AR AR .

4. IR MARRHRER R H AR HIREF | RSB RRIAZMHEIR L AR AR, EERAS
R.

PERSONAL INFORMATION COLLECTION STATEMENT:
1. The provision of your personal data to the Hong Institute of Speech Therapist (HKIST) is voluntary.
2. All personal data submitted will only be used for purposes which are directly related to your complaints, and
may be disclosed to agencies who are authorised to receive information for the same purposes.
3. You have the right to request access to and correction of your personal data submitted in this complaint form
in accordance with the Personal Data (Privacy) Ordinance. Request for access or correction of personal data
should be made in writing to info@hkist.org.hk.

TERMS and CONDITIONS

1. The provision of your personal data and other information to the HKIST is voluntary. The HKIST reserves the
right to request any incomplete information or any information the HKIST thinks fit. Should you fail to provide
the requested information, the HKIST may not proceed with the complaint handling procedure.

2. Should the complainant be not the service user in the complaint, the HKIST reserves the right to request the
complainant to submit a written explanation of the reasons the service user in the complaint not filing the
complaint in person, the authorisation letter from the service user in the complaint authorising the
complainant to file the complaint on his/her behalf and the evidence of the relationships between the
complainant and the service user in the complaint.

3. Should the complainant or the service user in the complaint is under the age of 18 years old, the parent or
the legal guardian of the complainant or the service user should accompany the complainant or the service
user in the complaint during the complaint handling.

4. Should the complaint be filed to any other organizations, the HKIST reserves the right to request you to
provide the information, progress and results of the complaint filed to those organizations.
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Complaint Form B

22/5/2025

Hong Kong Institute of Speech Therapists

RFFRE B (SRR &M S55A5ED)
Complaint Form B (Against Accredited Speech Therapist)

FEETH Notes

A. HIRFRRAETIRIE (B EIARMASRIERASNIRFZIERF) U : HKIST-B-CHP-v3) 55
6 1R EMTEEARME . FTAIRFFAUTEERAZIRL .
This specified Complaint Form is prescribed under section 6 of the Procedures for Handling of
Complaints against Hong Kong Institute of Speech Therapists (document code: HKIST-B-CHP-v3).
All complaints must be lodged in this specified form.

B. BITZAREABMTHAZIRFRARANEME | WIRMIEREMRAER. MLRERBIER | 518HR
BRI TeARR |, WREIRAF RS —HE 2518 FEY info@hkist.org.hk 32X EF XLHFIER.
You are required to fill in the various fields of the Complaint Form in a clear and legible manner and
provide accurate and true information. You may add sheet(s) and attach it to this Form or submit an
electronic word file via email info@hkist.org.hk if the space of this form is insufficient.

C. BRIRSFRIERHE THEALR. LES. SIRFANSHIEER. SRFANTEREEEL .
BIRAFFRGE FIAZ NI , B SAIARAA BRI,
Please provide your personal particulars in the Complaint Form. Hong Kong Institute of Speech
Therapists shall not deal with any complaint that is made anonymously, or when the complainant
cannot be identified or traced, or if the form is not duly completed.

D. JETINER , BB SEHAREM AR RENAETESF
Investigation may not be conducted or continued under the following circumstances,

a. RAFEATHEEN, MURERE, ERSESIEHMERET BERNS.
The complaint is frivolous, vexatious, misconceived or lacking in substance.

b. BHIRFTARLEZRE , RERFAGNHERTAZBR , ERB 12EA.
A period of more than 12 months has elapsed beginning when the complained act was done
or from the date the Complainant acquires knowledge of the complained act.

c. RHWRFTAREFNARFE (MEARKRIRFER , AFERZERM G ENHTE ABRE)
TGRS,
The person aggrieved by the act does not desire (or in the case of a representative
complaint, none of the persons aggrieved by the act desires) that the investigation be
conducted or continued.

d. BRFARBEAIRRHRNRES SRARMA S ERE—BEEIRE.
The complainant fails to provide further information or clarification requested by the HKIST
within a reasonable timeframe.
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22/5/2025

Hong Kong Institute of Speech Therapists H KIST
EREEARGAR i |,

E. BITAHRMAERL , MRBAREIERFREF L. TEERBHRE. EENER , RFARTERTE
FEEmFEEVARZESMER | DIEEITHAEMEIR.
The information provided will only be used in the processing of the complaint. The information will be
kept in strict confidence. The Complainant may be required to consent to releasing information on
his/her identity to those against whom allegations have been made for the purpose of conduct of the
investigation and adjudication.

F. RIRHFRATTIE RFIEENITR , BASHARMA SRIERFABNGHEBER. MRHER
FFRERT] £ M SRR AR E R ARBINTIERAE , B SHIARMA SR EREEENERE
BRAFAAAER.

If a complaint involves any violation of the criminal law, the HKIST will refer the Complainant to the
appropriate authorities. If there is an ongoing relevant criminal investigation against the registrant
being complained against, the HKIST would adjourn any investigation after the conclusion of the
criminal investigation or proceedings.

G. WM THEIARIREAEAMESFTRRE , /5 EBE info@nhkist.org.hk I HE S RIAREI A G
B

If you have any questions or need assistance in filling out this Form, please contact the Secretariat,
Hong Kong Institute of Speech Therapists via info@hkist.org.hk.
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22/5/2025

Hong Kong Institute of Speech Therapists H KIST
BREHARGLAR ML 3

R IR A B

Part I: Particulars of Complainant

WL (& /L)
Name (Mr./ Ms.)

Ttak TEAEIRAS

Contact Phone No.

EEGIE (20F)
Email Address (if any) :

Bit4& ik Correspondence Address:

REABARAAIRGR?* JE Yes / N2 No
Are you complaining on someone else’s behalf? *
* A E FHZ please delete the inappropriate

Z B - AR S 5T A AT R
Part Il : Particulars of Registered Speech Therapist being complained
BRI S a5 /AT

Name of Registered Speech Therapist Being Complained:

SRS
Employing Agency :

R T AR SR A AP E S IR | AU T AR -
If you have the contact information of the Registered Speech Therapist being complained, please provide
it in the following blanks:

Ttk BaE A

Contact Tel. No:

Es4& 3k Correspondence Address:

3
Secretariat, HKIST, Unit 2101, 21/F, Gala Place, 56 Dundas Street, Kowloon
Email: info@hkist.org.hk



22/5/2025

Hong Kong Institute of Speech Therapists H KIST
EREEARBLR ML A

D : WFRA
Part Il : The Complaint

o ETWERVIABAIRFFIERHS , WIRMHZEFSHRENBH,

You must have actual knowledge of the alleged offence being complained of and give the date(s)
when the complained event(s) occurred.

o ETWAIEKRFHRNESNEBIER , YUBBEFIEFERE—E% , 8 —BEERTaE
ABEIaRGy. HET ERMIASE ZRFFIAMER—EBEZRN , s BEES
EARM A S ERIFZEARREIERE MTER , BASHARMASHAAE.

You must put down the content of the complaint in separate paragraphs and number the paragraphs
consecutively. Each paragraph must so far as convenient contain one complaint only. Where there are two or
more complaints incorporated in one single paragraph, Hong Kong Institute of Speech Therapists shall not be
held responsible for any omission of dealing with more than one complaint in one paragraph.

AN BRE BB SEARMASERIREF , FHEMT
| hereby lodge a complaint to Hong Kong Institute of Speech Therapists. Details of the complaint are as
follows:

FERFEH AR H A Date when the alleged incident being complained occurred

FREREE 3 A D EL Place where the alleged incident being complained occurred

FEHKEFEIA Major issue(s) to complain

4
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22/5/2025

Hong Kong Institute of Speech Therapists H KIST
EREEARBLR LI

YRR EARTA R Details of the alleged incident being complained

SRR (RREEEAREL 0R) -

Supporting document(s) of the complaint (Please U as appropriate):

O &, #F2%MH O &#&

Yes, please refer to the attachment(s) No

A B AE

Part Ill : Declaration and Consent

O  AAEZH LR ERIEREH.
| declare that the information provided by me in this form is true and correct to the best of my
knowledge.

O AARBEHZFEFREMNER , BXEFBSLARMASHNEXZESGEHN  UEEENER
T, AR AEMBAZIRFRIER /| B4 EENTEF L.
| agree that this complaint and the supportive information provided would be examined by the
Professional Committee of Hong Kong Institute of Speech Therapists and, where appropriate,
would be used in all relevant complaint handling and/or disciplinary procedures

RAFAES BRFARE H#f Date

Name of Complainant Signature of Complainant

5
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22/5/2025

Hong Kong Institute of Speech Therapists H KIST
EAEEARGAR s S
VNGt e 3-ZEE

1. RAESSEARMASIREMEAEREEREE

2. {REHRAZMFTE BN ERHS RN EURAIGEFE FARRINSE B I T B R 4G AL AR B ik
ATEOREAE

3. {REHERIE (BABRERES) BERIEEREREPRTHEAEE. WRREEEMAAL
JE DIEmE EEZE info@hkist.org.hk 324 .

G330 E LR
1. REEBSEIARASREME A SRR H A ER BB Rt Ztﬁﬁ HEZ SRR R R B K
HihASRATERNER. MRKERMTTER  AETRAEE— L EIEAERIRER.
2. IIREF ANIARMERHREFN RIS ERE , A BHERIRFFARMG E@ﬂ%ﬂﬁﬁﬁ?‘ﬁnﬁﬂﬂﬂﬁiﬁﬁﬁﬁ HkKae
HEREIGFNERERE . BRI (E B ERAERGF AR D,/ iR B AR IREF A S R R IREFA
B RATRARA ARTS (5 A BHAE BASE.
3. WRAF ASERSRIFARIGSE B RR 18 Bk , IR ASAERIRRA IR A BN B EIETE BEA L
‘A FEEIRR ASARBATRER A AR F5 (5 AR & i BRI
4. NRE FARRRIRER M HAMMISIR L ARGR | AR EHEMREIA 2B L AR AR, R RAE
R
PERSONAL INFORMATION COLLECTION STATEMENT:
1. The provision of your personal data to the Hong Institute of Speech Therapist (HKIST) is voluntary.
2 All personal data submitted will only be used for purposes which are directly related to your complaints, and
may be disclosed to agencies who are authorised to receive information for the same purposes.
3. You have the right to request access to and correction of your personal data submitted in this complaint form
in accordance with the Personal Data (Privacy) Ordinance. Request for access or correction of personal data
should be made in writing to info@hkist.org.hk.

TERMS and CONDITIONS

1. The provision of your personal data and other information to the HKIST is voluntary. The HKIST reserves the
right to request any incomplete information or any information the HKIST thinks fit. Should you fail to provide
the requested information, the HKIST may not proceed with the complaint handling procedure.

2. Should the complainant be not the service user in the complaint, the HKIST reserves the right to request the
complainant to submit a written explanation of the reasons the service user in the complaint not filing the
complaint in person, the authorisation letter from the service user in the complaint authorising the
complainant to file the complaint on his/her behalf and the evidence of the relationships between the
complainant and the service user in the complaint.

3. Should the complainant or the service user in the complaint is under the age of 18 years old, the parent or
the legal guardian of the complainant or the service user should accompany the complainant or the service
user in the complaint during the complaint handling.

4. Should the complaint be filed to any other organizations, the HKIST reserves the right to request you to
provide the information, progress and results of the complaint filed to those organizations.
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Appendix 3

Record of Complaint Outcome

ong Institute of Speech Therapists H KIST

Record of Complaint OQutcome

Hong
' E

oz

Complaint Ref. No.

Receive Date:
Complainant:

Complaint Details: O Against HKIST O Against Individual or Group of Registrants
Name of Registrant:

Personnel handling | Preliminary Investigation Committee:
the Complaint:

Inquiry Panel:
Findings: O Complaint upheld O Dismissal
Disciplinary Action:
(if any)
Reporting to appropriate enforcement agencies O YES O NO

Remarks (if yes):

| have reviewed and audited the administration procedures that adhere to the
HKIST Complaint Handling Procedures.

(Name)

Chairperson,

Professional Council, HKIST
Date:

Secretariat, HKIST, Unit 2101, 21/F, Gala Place, 56 Dundas Street, Kowloon
Email: info@hkist.org.hk



Appendix 4

Checklist for disciplinary proceedings
Hong Kong Institute of Speech Therapists
EREEARBLR HKIST

Checklist for discipli i

This checklist provides a guide about the policies and procedures for decision-making with
regard to disciplinary proceeding against the registrant. Such policy and procedures should
be based on a two-tier decision-making system. After the preliminary checking of
completeness of documents, the Preliminary Investigation Committee (PIC) reviews the
subject on hand (First tier) and makes recommendations to the Council and final decision or
approval (Second tier).

Name of the Registrant under disciplinary proceedings:

Task Responsible | YES | NO | N/A | Date | Initial
personnel

1. Receive the report from PIC. Secretariat

2. Being endorsed at Council. Secretariat

3. Inform both parties, Secretariat

complainant and respondent.

4. Receive any appeal. * Secretariat

5. The decision becomes final. * Secretariat

6. Receive the final decision from Secretariat
Appeal Panel. *

7. Inform the Reg-com Secretariat
(Registration subcommittee).

8. Acknowledgment from Reg-com. | Reg-com

Chairperson

9. Publish the Disciplinary Inquiry Secretariat
on HKIST website.

10. Update the Complaint Register. Secretariat

* An Appeal Panel will be formed if either complainant or respondent requests within one
month after the notification. Otherwise, the decision becomes final.

Secretariat, HKIST, Unit 2101, 21/F, Gala Place, 56 Dundas Street, Kowloon
Email: info@hkist.org.hk




Appendix 5
Record of Appeal Outcome
Hong Kong |
EE=HE

nstitute of Speech Therapists
i BB AS

Record of Appeal Outcome

Appeal Ref. No.
Receive Date:

Complainant:

Complaint Details:

O Against HKIST O Against Individual or Group of Registrants
Name of Registrant:

Personnel handling | Appeal Panel:
the Appeal:
Findings: O Allow the appeal O Sustain the original judgment
Rectification (if allow the appeal):

Disciplinary Action:
(if any)

Reporting to appropriate enforcement agencies

O YES O NO
Remarks (if yes):

| have reviewed and audited the administration procedures that adhere to the
HKIST Complaint Handling Procedures.

(Names)

Boards of Directors, HKIST
Date:

Secretariat, HKIST, Unit 2101, 21/F, Gala Place, 56 Dundas Street, Kowloon
Email: info@hkist.org.hk



Appendix 6

Complaints Register

Hong Kong Institute of Speech Therapists H KIST
BRAEEARGLAR L ITN
C laints Regist
No. | Received | Date of | Complainant | Complaint Details Findings Disciplinary Result Appeal? | Posted
Date Acknowle Actions Notification | (Y/N) | Online?
dgement Date (Y/N)
1
2
3

Secretariat, HKIST, Unit 2101, 21/F, Gala Place, 56 Dundas Street, Kowloon
Email: info@hkist.org.hk



