PLS Inc. __________________________________________________________________________
Complaint and Formal Complaint Form

Definition of a Formal Complaint:
A formal complaint is a written statement by a Personal Lifestyle Support Inc. employee, person receiving support, their family members, home share providers, representative, or any other stakeholder expressing dissatisfaction with services, policies, or staff behavior. The complaint will be formally investigated, and actions will be taken to address the issue.

Filing a complaint will not result in any form of retaliation or barriers to receiving services. All complaints are handled with confidentiality and respect.

Personal Lifestyle Support Inc. is committed to resolving complaints promptly and effectively. We will make every effort to address your concerns and reach a satisfactory resolution.

Information of Person making a formal complaint

Name: __________________________________________
Address: ________________________________________
Phone Number: ___________________________________
Email Address: ___________________________________

Complaint Details: (Use separate sheet as attachment if more space is needed)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Date of Incident: _________________________________
Location of Incident: ______________________________

Description of Complaint: (Please provide as much detail as possible, including names of individuals involved, dates, and any other relevant information.)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Efforts to Resolve Complaint:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Have you discussed this issue with any staff member? If so, please provide details.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Resolution Process:

Step 1: Upon receiving your complaint, PLS will acknowledge receipt within 5 business days.
Step 2: Your complaint will be reviewed by the appropriate department, and an investigation will be initiated within 10 business days.
Step 3: A decision will be made and communicated to you in writing within 30 business days.
External Review:
If you are not satisfied with the resolution, you have the right to request an external review. Information about external review options will be provided upon request.

Rights and Responsibilities:

Complainant Rights:

· To file a complaint without fear of retaliation.
· To receive a prompt and fair investigation of the complaint.
· To be informed in writing of the actions taken to address the complaint.
· To request an external review if not satisfied with the resolution.

Complainant Responsibilities:

· To provide accurate and complete information regarding the complaint.
· To participate in the investigation process as needed.
· To respect the confidentiality of all parties involved.

Personal Support Inc’s Rights:

· To investigate complaints in a thorough and timely manner.
· To take appropriate actions to address the complaint.
· To maintain confidentiality of the complaint process.

Personal Support Inc’s Responsibilities:

· To ensure no retaliation occurs as a result of filing a complaint.
· To provide written notification of actions taken to address the complaint.
· To inform the complainant of their rights and available support.

If you need assistance in filing this complaint or during the investigation process, advocates and other support services are available. Please indicate if you require assistance:

Do you need assistance in filing this complaint? Yes ☐ No ☐
Do you need an advocate during the investigation? Yes ☐ No ☐

Complainant Signature: ____________________________
Date: __________________________________________

For Office Use Only:

Date Complaint Received: _________________________
Received By: ____________________________________
Complaint Reference Number: ______________________

Action Taken:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Resolution Outcome:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Date of Written Notification to Complainant: ____________

Thank you for bringing your concerns to our attention. We are committed to improving our services and ensuring your satisfaction.
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