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Important Information about Complaints
· Individuals served, family members, guardians/representatives, Home Sharing Providers, employees, volunteers, contractors, and other stakeholders may raise concerns or complaints in a fair, respectful, and timely manner.
· You may submit a complaint anonymously. Providing your name and contact information is optional. If you submit anonymously, we may not be able to contact you for additional information or provide you with the outcome.
· This form is helpful, but it is not required. A complaint may also be made by email, phone, text message, in person/verbally, in writing, or through another accessible communication method.
· Complaint information will be handled respectfully, confidentially, and without retaliation.

Please provide a detailed description of your complaint. 
	



What action or response would you like the organization to consider?
	




Contact Information (Optional).
	Name
	

	Relationship to The Organization
	☐ Individual Served                              ☐ Family Member
☐ Guardian / Representative           ☐ Home Sharing Provider
  ☐ Employee                                           ☐ Other:

	Phone / Email
	



Are you making this complaint:
☐ For myself      ☐ For someone else
	If for someone else, person's name (if appropriate)
	

	Your relationship to this person
	



What will happen next? 
· For a Formal Complaint, HERE & NOW will acknowledge receipt within three (3) business days when contact information is available.
· The complaint will be reviewed fairly, respectfully, and confidentially.
· Formal Complaints will generally be resolved within fifteen (15) calendar days. If additional time is required, you will be informed of the expected timeframe.
· You may ask a family member, legal representative, advocate, or another trusted person to support you during the complaint process.
· If you are not satisfied with the outcome, you may ask the Executive Director for further review.
· Where applicable, information about CLBC's Complaints Resolution Process or other appropriate external complaints, review, or advocacy options will be provided.

Rights and Responsibilities
· Persons submitting complaints are expected to provide information honestly and respectfully.
· The organization is responsible for reviewing complaints fairly, respectfully, and within reasonable timelines.
· No person will experience retaliation or unfair treatment as a result of submitting a complaint in good faith.
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