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PARENT COMMENT/COMPLAINT POLICY

In the course of your work with children and families, there are times when a parent may bring something to the attention of an employee that may need further attention or recognition. It is the staff’s responsibility to communicate the concerns and/or comments that a parent may bring up to them. 
If a parent discusses their concerns with staff, the staff will listen respectfully and inform the parent that they will forward their concerns and/or comments to the Program Manager. If the situation needs a follow up from a Program Manager, then the Parent Comment/Complaint Form (Appendix ED-M1) would be filled out. If the form is completed, we can let the family know that they can expect that the Program Manager will follow up with them. 
The Parent Comment/Complaint Form (Appendix ED-M1) will be used to resolve complaints, to identify areas or systems in need of improvement, and to recognize staff for quality service.
Steps to Follow
1. Within 24 hours of speaking to the parent, the teacher/family service worker will determine if Appendix ED-M1 needs to be completed. If they are unsure, they can ask their Supervisor or Education Director. The conversation with family members will be documented in ChildPlus. 
2. If the form should be completed, the staff member will fill out the top portion of the form and send it to the Program Manager who is responsible for that specific classroom. 
3. The Program Manager will complete the Action Taken Section of the form, then forward completed form to Teacher, FSW, Director of Early Learning Programs, and Education Director. Form is uploaded into ChildPlus in Education Tab.  
4. If further assistance is needed, the Education Director and/or Director of Early Learning Programs will contact family and document conversation in ChildPlus  

