HCY Guidebook


COMPLAINTS, CONCERNS, UNUSUAL EVENTS 

The “Confidential Event Report” (Appendix T) is completed by the person first aware of the event.  If appropriate, the person aware of the event may take steps and/or make recommendations toward resolving the issue.  The report is be forwarded to their supervisor for follow-up and final resolution.  If appropriate, the report may be directed to additional supervisory personnel for assistance.   

All original Confidential Event Report forms are to be maintained in a locked file, located in the office where the report was generated for 6 months after the complaint is resolved.  Copies are sent to management staff as requested.  
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