Complaint Process Flowchart

Receive complaint from " lai ith Wai
Waiver participants, families, guardians, providers, File complaint with Waiver Program
or other interested parties
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Complete ALL applicable sections of the Complaint Reporting

Complete ALL applicable sections of the Complaint Reporting form form (WM-5).

(WM-5). _ _ _ _ " In provider to provider complaints, submit a written statement
Ask questions to obtain adequate detail to describe the specific documenting steps taken to resolve the complaint with the
complaint.

involved provider — submit this summary with the Complaint

In provider to provider complaints, request the complaining Reporting form.

provider to submit a written statement documenting steps taken to

resolve the complaint with the involved provider — submit this
summary with the Complaint Reporting form.

If complaint involves a child/youth
whose health and safety is in direct jeopardy,
report immediately to the local Department of Family Services (DFS)
office and/or local law enforcement agency
then the Waiver Program

/ ,,

If there is personal knowledge and information relating to the Submit the completed Complaint Reporting form to the
complaint being reported, document this information under the > Mental Health Division Waiver Program
Complaint Investigation section of the Complaint Reporting form via fax at (307)777-5580
(Page 3) the day the complaint is received.

Respond to requests from the Waiver Program
for an interview regarding the complaint
as soon as possible
to ensure timely complaint resolution.




