

CATHOLIC CHARITIES 
NON-PERSONNEL GRIEVANCE PROCEDURE

Procedure
Every client/client representative, applicant, stakeholder is entitled to file a grievance if they have a complaint about the services, they receive from Catholic Charities.  We would encourage you to attempt to work out the problem directly with the other person as a first step in the process.   If you cannot do that, or are unsatisfied with that outcome, you may begin the grievance procedure.  The grievance must be submitted within 90 days of the occurrence of your concern.  Non-personnel grievance forms are available at all program locations.  The following steps should be followed:

1. Fill out section one of the non-personnel grievance form and return it for review by the Service Line Director.  

1. An appointment will be scheduled with the Service Line Director or a designee.

1. Following this meeting, the Service Line Director or designee will provide you a recommended solution regarding the complaint(s) and will give you the original non-personnel grievance form containing the recommended solution within three business days. You will be asked to sign the non-personnel grievance form in the section stating you agree or disagree with the recommended solution.  If you agree, the process ends, and the resolution is implemented.

1. If you disagree, your complaint will be forwarded to the Executive Director Secretariat for Catholic Charities.

1. The Executive Director Secretariat for Catholic Charities will review your appeal and again make a recommended grievance solution on the non-personnel grievance form.  This is the final step in the process and the decision of the Executive Director Secretariat for Catholic Charities is final.   You will be again asked to sign the section of the original non-personnel grievance form and state whether you agree or disagree.   

Acknowledgement of Receipt:
I have been informed of the Catholic Charities non-personnel Grievance procedure and practices.   I understand that it is my right as a Catholic Charities Indianapolis client/representative, applicants, stakeholders to file a grievance according to these procedures if I have a complaint about the services, I receive from CC that cannot be resolved by other means.


__________________________________		__________________________
Client/Client Representative,				Date
applicants, stakeholders’ signature			









Catholic Charities (CC)
Non-personnel Grievance Form


Section I: (to be completed by CC Client/Client Representative, applicants, stakeholders)

	Your Name:


	Program Name:


	Please state your concern (use back of for if necessary):






	What action would you suggest?





	Your Signature:                                                                                   Date:




Section II: (to be completed by CC Service Line Director/Designee)

	Staff Member’s Name:                                                                 Position:



	Date Grievance Received: 


	Recommended Grievance Solution:





	Signature:                                                                                          Date: 



Section III: (to be completed by CC Client/Client Representative, applicants, stakeholders)

	
____ I am satisfied with the recommended grievance solution.


	
____ I am not satisfied with the recommended grievance solution.


	Grievant Signature:                                                                     Date:


CC Grievance Form continued



Section IV: (to be completed by CC Executive Director/ Designee)

	Staff Member’s/Designee Name:                                                                   Date:


	Date Grievance Received:


	Final Grievance Solution:









	Signature: 	     Date:                          




Section V: (to be completed by CC Client/client Representative, applicants, stakeholders)

	
____ I am satisfied with the recommended grievance solution.


	
____ I am not satisfied with the recommended grievance solution.


	Grievant Signature:                                                                     Date:

















Non-Personnel Grievance Rights 2024 Form
Non-Personnel Grievance Rights 2024 Form
