SAMPLE

(Agency Name)
Client Grievance Policy

If a client of the ______(Agency Name)_______(defined as a person receiving or wishing to receive services from) ___________(Agency Name) ___________ has a grievance that cannot be resolved through discussion with an Information and Referral Specialist, they will receive the opportunity to discuss their grievance with the Executive Director/Board President.  In the event the Director/Board President is not immediately available, an appointment will be scheduled for the client and the Director/Board President to meet within seven business days of the complaint, or within a reasonable time frame as agreed upon between the client and the Director/Board President.  The client will have the alternative option to submit their grievance in writing, and will receive a response from the Executive Director/Board President within ten business days.  The Director’s/Board President’s decisions will be considered final on all matters.

Please revise this form to reflect your Agencies needs.

