
Complaint Analysis Policy
Purpose:
It is the intent of this policy to ensure that formal complaints of participants, staff, volunteers, visitors and stakeholders are identified, reviewed and carefully considered for performance improvement initiatives. 
Policy:
It is the policy of CDS to take all complaints received seriously, investigate them thoroughly and respond to each in a professional respectful manner. In a broader construct, CDS reviews all formal complaints received on an annual basis to consider trends and engage in continuous program and performance improvement. 
Procedure and/or Process:

The Chief Operations Officer and Human Resources Manager will complete form F-HR-1095 Complaint Annual Analysis Form in the first Quarter of each Fiscal Year and share the results with the Management Team.

The following shall be considered:

Number of complaints
Description of the nature of the complaints 
Description of any trends in the complaints
Description of any areas in need of performance improvement identified

Description of any actions taken to address the performance improvements noted 
Explanation of whether actions taken accomplished the intended results
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