
Complainant Role

Executive Director/Directory of Services Role

Executive Assistant Role

Executive Assistant forwards 
Formal Complaint Record to 

Executive Director or 
Designated DOS 

ED/DOS notifies EA 
and Supervisor of 

outcome 

Complaint 
Eligible? 

NOTE: At any point during the Formal 
Complaint Process, the Complainant 
has the right to proceed to the Appeal 
Process through the CFSRB. 

Payukotayno: James & Hudson Bay Family Services 

No 

EA enters data into 
Frontline System 

ED/DOS chooses ICRP 
members 

ED/DOS notifies Complainant in 
writing within 7 days; provides 
date and time for ICRP Meeting 

ED/DOS provides a 
written summary of the 

outcome to the 
Complainant within 14 
days of ICRP Meeting 

ED/DOS informs Complainant of 
appeal process to Child and 

Family Services Review Board 

ICRP Meeting occurs within 14 
days of notification or at 

Complainant's convenience 

Complainant 
Satisfied? 

Complainant 
Satisfied? 

Appeal Process 
through CFSRB 

Begins 

Complainant may launch appeal 
through Child and Family Services 

Review Board 

END 

No 

No 

Yes 

Yes 

Yes 

Formal Complaint Process 

Executive Assistant 
documents on Formal 

Complaint Record (form #2) 

ED/DOS notifies 
Complainant in writing 

within 7 days. 

Complainant writes 

formal complaint 

EA files Formal Complaint 
Record and any other 

relevant documentation  

EA completes Formal 
Complainant Record 

(form#2) 
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