


	Yes
	No
	N/A
	Acknowledgment of Complaint



	
	
	
	1. Date complaint was received ___________________

	
	
	
	2. Has complaint been put in writing?

	
	
	
	3. Has complaint been logged

	
	
	
	4. Has Acknowledgment Letter been sent to complainant within 5 working days of receipt of complaint?      Date of Acknowledgment Letter _________________          

	
	
	
	5. Has a copy of the complaint been sent to complainant within 5 working days of receipt of complaint?    

	Yes
	No
	N/A
	                                        Intervention Response



	
	
	
	ALLEGATION
6.1 Does the complaint involve an allegation in which 

      (a) The facts are clear

	
	
	
	      (b) The remedy if applicable is clear, easily obtainable and

	
	
	
	      (c) Does not involve statutorily required disciplinary action

	
	
	
	6.2 Was the allegation clearly stated and further clarified, if necessary (including recipient and 
accused staff involved)?

	
	
	
	6.3 Does it include date of alleged violation, if known, or indicate unknown?

	
	
	
	6.4 Does it include date received by ORR?

	
	
	
	6.5 Is it clear who filed the complaint (recipient, staff, anonymous, etc.)?

	
	
	
	INTERVENTION RESPONSE AND ACTION
7.1 Was intervention completed within 30 days of complaint? Date sent ______________

	
	
	
	7.2 Does the intervention response include specific action taken by ORR on behalf of the

complainant to resolve the complaint? (who did you talk to, documents reviewed, etc)

	
	
	
	7.3 Is the Code protected right identified?

	
	
	
	7.4 Does the response state whether the allegation was substantiated or not substantiated?

	
	
	
	7.5 If intervention substantiated a violation of an identified code protected right, is specific 

remedial action taken identified?

	
	
	
	7.6 If intervention substantiated a violation of an identified code protected right, is specific 

remedial action taken included in the file?

	
	
	
	7.7 Was complainant offered, in writing, an opportunity to express dissatisfaction with the

resolution and informed of the opportunity to request further action. (e.g) an investigation,

appeal, etc.

	
	
	
	7.8 Was the intervention converted to an investigation if 1) it was determined that it did not

 meet intervention criteria or 2) it could not be completed with 30 Days?  


	Comments:
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Case#_________________________________________________





Category/Code______________     S               NS    		





Allegation:





CMHSP __________________________DATE__________





Rights Staff_______________________________
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