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Community Housing Network, Inc.

Housing Resource Center
Program Grievance Policy, Procedure & Form
Grievance Policy

Program participants have the right to express their dissatisfaction relating to:

· The administration of program policies

· Treatment or services from CHN perceived to be unfair or inequitable

· Other conditions of program participation

· Denial of services

· Perceived inappropriate behavior on the part of CHN program personnel

· Perceived discrimination related to disability, ethnicity, sex, age, religion or family status

· Termination of services (if applicable)
Every reasonable effort will be made by program staff to resolve any questions or concerns at the time they arise by initiating discussion.  If the problem cannot be resolved to the participant’s satisfaction, she/he may initiate a grievance.  An individual will not be criticized for filing a grievance, nor will any punitive action be taken against her/him as a result of the grievance.  Grievance information will be treated in the most discreet and confidential manner.

Grievance Procedure

Program staff is responsible for ensuring that participants know and understand these grievance procedures.  A copy of the grievance procedure will posted on the website, in the office lobby, and in common areas frequented by HRC consumers.  If a participant has a complaint or grievance that cannot be resolved directly, the participant should report it to the Housing Resource Center Specialist who supervises the staff of the HRC.  It is the responsibility of the supervisor to speak to all parties involved and try to settle the matter to the satisfaction of all parties involved in a timely manner.

In the event that the matter is not resolved to the satisfaction of the participant, the participant may inform the Housing Resource Center Specialist of his/her desire to take the complaint to the Housing Resource Center Manager.  The HRC Specialist will fill out a Grievance Form and will schedule a meeting with the participant, the HRC Manager and the HRC Specialist.  The participant may request the presence of a supportive staff member, friend or other advocate at the meeting.  The Housing Resource Center Manager will meet with the program participant and the HRC Specialist within thirty days of the initial grievance date. 

If the grievance is not resolved by the HRC Manager, the participant or his/her representative should contact the Vice President of Operations. The Supportive Housing Navigator will provide the program participant with the necessary information to contact these individuals and will assist the participant, if required, with this part of the grievance process.  The participant may request the presence of a supportive staff member, friend or other advocate at any of these meetings.   All parties should meet in a timely matter to resolve the grievance, per agency procedures.  The decision of the Vice President of Operations is final.
__________________________________________________________________________
Program Participant or Guardian       Date           HRC Housing Specialist     
Date

Community Housing Network, Inc.

Permanent Supportive Housing Leasing Assistance Programs
Grievance Form

PARTICIPANT COMPLETES AND GIVES TO HRC STAFF
IF FILING A GRIEVANCE

I, ________________________________________ am submitting a formal grievance to the Housing Resource Center on this date, ______________ for the following reasons: (use separate paper if more space is needed)
__________________________________________________________________________
__________________________________________________________________________

__________________________________________________________________________
________________________________________                   _______________________

Signature of Program Participant                                                           Date

________________________________________                  ________________________

Signature of Guardian (if applicable)                                                      Date

Grievance received:

________________________________________                  ________________________

HRC Manager
Date

Grievance resolved on: _________________ Conditions of resolution: 

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
Grievance not resolved and escalated to Vice President of Operations on:________________

Ruling from Vice President received on: _________________ Nature of ruling: __________

_________________________________________________________________________
_________________________________________________________________________
___________________________________________        _____________________

  HRC Manager                   


                                         Date
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