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POLICY

It is the policy of Pocatello/Chubbuck Head Start to accept and review any and all concerns or complaints brought to any staff member regarding any aspect of our program, without discrimination on any basis, including race, color, national origin, age, sex, or disability.
PROCEDURE

CHAIN OF COMMAND FOR HEARING AND ADDRESSING PARENT AND

COMMUNITY ISSUES OR CONCERNS
“Community” in the context of this process is defined as families of enrolled children and other local residents, business or community members.  Complaints about the Head Start program will be approached in an orderly, objective manner that follows logical steps.

A.
A person, either parent or community member, with a complaint should first talk with the Head Start staff person most directly involved with the problem, in an attempt to satisfy the complaint and avoid future problems.  Persons lodging complaints about the Head Start program will be asked to complete the Head Start Parent/Community Issues or Concerns Form (see attached).  The complaint or concern may be made by phone, in which case the Head Start staff person will complete the form and read it back to the person complaining to ensure its accuracy.  The Head Start staff member will respond to the complaint within five (5) working days.

B.
If the person complaining is not satisfied with the response of the Head Start staff person, s/he may talk with the staff member’s immediate supervisor/manager as appropriate for the issue.  The written issues/concerns form should be given to the Head Start Director, along with a brief description of the meeting, by the Head Start staff person involved. The supervisor/manager will respond to the complaint within five (5) working days.

C.
If satisfaction is not obtained from the appropriate supervisor/manager, the person may take the complaint to the Program Director (or designee).  


Again, the issues/concerns form and descriptions of what has happened so far should accompany the transfer of the issues/concerns. The Program Director will respond to the complaint within ten (10) working days. 

D.
If the issue is not resolved at this level, the person may request a meeting with the Program Director, Policy Council, Pocatello/Chubbuck School District #25 Director of Elementary Education and/or School Board, as needed.  The Program Director will respond in writing within two (2) weeks.

At each level, alternatives for resolving the problem and who would be the most appropriate person(s) for implementing the suggestions will be determined and agreed upon.  Actions decided on to resolve the complaint may go to the staff, manager, management team, program director, or to the full Policy Council, if the issue is a program-wide concern.

All Head Start staff involved in the process of resolving a complaint will complete appropriate documentation and report to their supervisors about the process.  Documentation of all complaints and resolutions will be kept on file in the Head Start director’s office..

Form(s):

Head Start Parent/Community Issues or Concerns  (next page)

POCATELLO/CHUBBUCK SCHOOL DISTRICT #25 HEAD START

PARENT/COMMUNITY ISSUES OR CONCERNS FORM

Complaint/Concern:

	 

	 

	 

	Step 1: Talk with the Head Start staff person most directly involved with a complaint. 

	Step 2: If not satisfied, talk with staff person’s immediate supervisor/manager. 

	Step 3: If still not satisfied, the complaint may be taken to the program director. 

	Step 4: If the issue is not resolved, a meeting may be requested with the program director, Policy Council, School District #25 Director of Elementary Education and/or

	School Board.


	  
	 
	 


Signature
Date

	  
	 
	 


Address
Telephone Number

	  
	 
	 



Classroom Child Attends

Please mail or bring to any Head Start staff person. 

Pocatello-Chubbuck School District #25 Head Start

330 Oakwood Drive

Pocatello, ID 83204

Office Use Only:

	   
	 
	 


Date Received
Follow up staff signature and date

Follow Up:

	 

	 

	 


	Procedure#

ADMINISTRATION - 23
	Policy Council Approval Date: March 01, 2007
	Effective Date

March 01, 2007

	Revised
	Grantee Approval 

Date: March 01, 2007
	Relates to CFR#

1304.50(d)(2)(v)


__________________________

Director’s Signature

__________________________

Grantee’s Signature

PAGE  
3
POCHS A-23


