[Template of Complaint Investigation Report] 
for Schools’ Reference
Date of receipt of complaint : 





Name of complainant :
Mr / Ms *_______________________________________   
Telephone : 



 Fax : 



 Email : 




Address : 















     
Other information (if any) :                                         
Identity of complainant :

□ Parent     
□ Student      □ Teacher      □ School Staff       



  □ Alumni     □ Public  
□ Others (e.g.︰Councillor / Organization) __________________________
Mode of complaint :


□ Letter
□ Fax
□ Email □ Telephone (received by____________)


□ In person (interviewed by            , venue:          )


□ Referral (e.g.︰Education Bureau, Legislative Councillor, District 
Councillor, ICAC, professional associations︰ 
__________________________________________________________

Person(s) being complained :
□ Principal  □ Teacher  □ Staff  □ Service Provider
□ Others : _____________________________________
Issues of complaint：

□ Management and Organisation
 
□ Learning and Teaching

□ Student Ethos and Student Support
□ Student Performance 
□ Teacher Professional Conduct

□ Others : 








· Please put a (in the box as appropriate
 *
Please delete as appropriate 
Summary of complaint：
1. Background : [Please attach telephone / interview record (if applicable)]

	

	

	

	

	

	

	


2. Allegation : [If more than one allegation, please arrange by number]
	

	

	

	

	

	

	

	


3. Investigation :
A. The incident
	

	

	

	

	

	

	

	

	


B. Sequence of events [Please add row(s) if necessary]
	Date
	Sequence of Events
	Attachment 

(including interview record / meeting notes/ report, etc.)

	
	
	

	
	
	

	
	
	

	
	
	


C. Responses from the person(s) being complained regarding the incident
	

	

	

	

	

	


D. Impact on students and follow-up measures taken by the school
	

	

	

	

	

	


E. Work performance and conduct of the person(s) being complained
	

	

	

	

	

	


4.
Investigation result :
	

	

	

	

	

	


5.
Analysis and conclusion :
	Allegation 
(Please make reference to Item 2 above)
	Substantiated
	Not 
Substantiated
	Partially Substantiated
	Not Applicable

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6.
Follow-up action : [If applicable, e.g. disciplinary actions taken against the person being complained and improvement measures adopted by the school on the incident, etc.]
	

	

	

	

	

	


7.
Other related information : [Such as written statement / declaration, circular, guidelines, ordinance, etc.] :
	

	

	

	

	


8.
Responsible persons︰
	Signature:
	
	
	
	

	Name:
	
	
	
	

	Post:
	
	
	
	

	Date:
	
	
	
	


1

