PRIVILEGED & CONFIDENTIAL


CUMBERLAND HEIGHTS

COMPLAINT MANAGEMENT LOG
Patient, family, payor or other complaints are to be documented on the Complaints Management Log by the person receiving the initial complaint.  The Log should then be forwarded to the manager of the department involved with a copy sent to the CQO.  The manager of the department involved will investigate and resolve the issue to its resolution and document all such information on the Log.  If the manager is unable to resolve the matter, it should then be referred to the Supervising Executive Manager.  All action/investigation is to be documented on the Complaints Management Log, which is forwarded to the QM Office when final resolution is completed.  The CQO should be notified of any complaint or matter involving a serious potential for claim or an actual claim. 

Responses Due within seven (7) business days of date of initial receipt of complaint.

Complainant’s Name:      
Check Complainant’s Status:
      Patient


      Family Member





      Payor/Guarantor
     Alumni





      Other / Specify:      
Complaint Received by:       Date Rec’d:      
Department(s) Involved:       

Supervising Manager(s):      
	IF A PATIENT, COMPLETE THE FOLLOWING:

Program:     
Admission Date:                      Discharge Date:      
Discharge Type:      


Responses Due within seven (7) business days of date of initial receipt of complaint.

Please provide full names of all persons involved.

Circumstances (to be completed by person receiving complaint):      
Investigation Findings, i.e., interviews, record review, etc. (to be completed by person receiving complaint and/or department manager):      
Action Taken (to be completed by person receiving complaint, department manager, and/or executive manager:      
TO BE COMPLETED BY QM OFFICE:

Copy Received in QM Office by:       Date Rec’d:      
Follow-Up:      






Rev 03/15/04 JE/CDB


