TRAC Associates

COMPLAINT AND GRIEVANCE PROCEDURES
A. Your Right to Make a Complaint

You have the right to make a complaint if you believe that you have been treated unfairly by TRAC Associates.  A complaint cannot be processed as both a program complaint and as a discrimination complaint.

B. Grounds for a Program Complaint

1.  If you have a complaint about the services you are receiving or have received through TRAC Associates:

a)  Talk to your counselor to see if your complaint can be resolved.

b)  If the problem cannot be resolved to your satisfaction then you may submit a


written complaint to the TRAC Associates program manager.

2.  If you have a complaint arising from actions taken by or on behalf of  TRAC  staff or subcontractors you must submit a written complaint to the TRAC program manager within one year of occurrence at:
TRAC Associates

Attn: Healthcare Careers of All Program Manager

1001 Broadway, Suite 217
Seattle, WA  98122

206-443-9999
Complainants will be advised, in writing, of the status of the complaint at each step of the process:

a) Written response will be issued to complainants within ten (10) working days of receipt of any written complaint or attempt to file a complaint.

b) If a complaint is filed and further action is required by the complainant, the complainant will advised in writing of the actions to be taken, a specific and reasonable time frame for such actions, and that failure to take such action without good cause may be considered as intent to withdraw the complaint.

c) All resolutions, agreements, or actions affecting a change in the status of a complaint will be confirmed in writing.


_______________


_______________

_________________


Customer Initials


Staff Initials


Date

TRAC Associates is an Equal Opportunity Employer and Provider of Employment and Training Services.  Auxiliary aids and services are available upon request to individuals with disabilities.  Washington Telecommunications Relay Service 1-800-833-6384 or 7-1-1.


