Child Care Council of Kentucky, Inc.

Policies and Procedures

Resource and Referral:  Complaint Procedure
The following procedures will be followed when a complaint call is received:

· The call would be documented on the complaint form attached

· The CCC staff person would discern if the complaint is a licensing regulation complaint or a complaint not related to licensing

· If the complaint is not related to licensing regulations, the client would be referred back the center director to discuss the complaint.  In the case of a complaint made regarding CCC staff or services the client call is forwarded to the staff/department Supervisor.
· If the complaint is a licensing issue, the CCC staff person will review the licensing regulation(s) that relate to the complaint with the client.
· The CCC staff person will then refer the client to the Cabinet for Health and Family Services, Division of Regulated Child Care.  Depending upon the severity of the complaint the CCC staff person may also call DRCC.
Documentation of all complaints are kept on file in the office of the Executive Director.

In the case of a specific complaint against a CCC staff member, the staff person is

informed of the complaint by their immediate supervisor and a resolution is reached that specifically addresses the complaint. All complaints regarding CCC staff are strictly confidential.
If a client calls inquiring about complaints that have been previously filed against a provider, the client would be referred to the Cabinet for Health and Family Services, Division of Regulated Child Care, Open Records Division.  

Complaint Form

Date:_____________________

Caller name (if given)__________________________________________

Provider Name (if given)_______________________________________

Nature of Complaint:

Is the complaint:

___  Related to licensing

___  Not related to licensing

Action taken:

Referred to Cabinet for Families and Children:  ____ Yes       ____ No

Additional Comments:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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