SAMPLE

POLICY FOR COMPLAINTS IN THE CPE PROGRAM
(Cfr: South Central Region Governance Manual; 2010 ACPE Standards 200 and 304.3, 304.7; 2010 Accreditation Manual Appendix 10; 2010 Processing Complaints of Ethics Code Violations in ACPE)

PURPOSE: To provide a mechanism and process for the handling of complaints or appeals by ACPE Clinical Pastoral Education (CPE) students and/or supervisors.   

ACPE seeks to provide fair and objective procedures for processing complaints and grievances (and any subsequent appeals) filed by any student enrolled in ACPE-Clinical Pastoral Education programs, and to inform the students of these policies and procedures during their orientation.  No student will be penalized for presenting a complaint. Confidentiality shall be respected and addressed in accordance to the process selected.

Current copies of the 2010 ACPE Standards, Accreditation Manual, Certification Manual, and “2010 Processing Complaints of Ethics Code Violations in ACPE,” as well as the ACPE South-Central Region Governance Manual are available at www.acpe.edu and www.scacpe.org.

The Department of  XXXXX  and the Association for Clinical Pastoral Education, Inc. (ACPE) recognize that conflicts and misunderstandings arise between individuals, in ACPE centers, and in regional and national bodies.  It is the hope that whenever possible these differences can be discussed informally between the parties experiencing conflict.  Parties in conflict are always encouraged to attempt to resolve conflicts, grievances, or complaints as locally as possible, and to find resolution that are expeditious, just and mutually satisfying to the parties involved. The purpose of this policy is to insure that there are informal and formal means for addressing complaints within the CPE process.  Complaints in ACPE programs may have parallel processes within the complaint jurisdiction and processes.

Grievances or complaints arising from employment-related issues as a CPE resident can be addressed through the process established by the institution’s Human Resources Department. 

COMPLAINTS ARISING FROM PARTICIPATION IN A CPE PROGRAM:
Students have three options as follows. These options are not mutually exclusive, and it is preferable that they would be exhausted sequentially from option #1, to option #2, to option #3:
1. Informal Proceedings at the Local Level
2. Formal Proceeding at the Local Level
3. Formal Proceedings with the Association for Clinical Pastoral Education for:
· Ethical Complaints
· Educational Complaints
i. Against the ACPE Accreditation Commission
ii. Against educational faculty, programs or centers for Violation of ACPE Educational Standards
ACPE Definition of Terms: 
· A “grievance” is defined as “an alleged violation of an ethical and/or educational standard believed to afford reason for a complaint.”  

· A “complaint” is defined as “a grievance, presented in writing and signed, involving an alleged violation of the ethical criteria established by ACPE Standards 2010 Code of Professional Ethics (100s), or the educational criteria established by ACPE Accreditation (Educational Standards (300s) or Accreditation Commission processes enumerated in the Accreditation Manual 2010.  A complaint must identify the specific standard or process alleged to have been violated.”  Complaints may be registered by those who consider themselves harmed by an alleged violation or by any person(s) have substantive evidence of a violation of the educational standards and/or the ACPE ethics code, and must name an individual or entity (i.e. center) over which ACPE has jurisdiction.   

· The “complainant” is the person or persons filing a complaint.

· The “respondent” is the person, center, entity against which a complaint is alleged. A respondent who is a member of both the Association for Clinical Pastoral Education (ACPE) and the Association of Professional Chaplains (APC) retains separate accountability to each association’s Code of Ethics, Standards and statutes of limitations.

· A “student” is defined as “a person admitted to and participating in a program of CPE.” Residents who receive a salary (stipend) and are designated as employees may choose to utilize the grievance procedure for employees though the Human Resource Office. At XXXX a grievance procedure is outlined in Section XXXXX of the Staff Handbook.  For both stipended residents and non-employed interns, even if the institution’s grievance pathway is not chosen, the steps regarding the ACPE complaint process can still be followed.

· A “supervisor” is defined as “a clinical pastoral educator who satisfies ACPE requirements for certification, either an ACPE Supervisor or an Associate Supervisor.”  

PROCEDURES: 

1. INFORMAL PROCEEDINGS AT THE LOCAL LEVEL:

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Formal procedures for complaints should be used if informal discussion and pastoral communications do not resolve differences, and whenever the complainant desires to register a formal complaint.  The complaint should be processed according to the center-specific proceedings preferably within 60 days of the center receiving the complaint.

2. FORMAL PROCEEDINGS AT THE LOCAL LEVEL:
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

If the complaint is not resolved at the local (center) level or there are issues left over which ACPE has jurisdiction, the ACPE complaint procedure may be followed.


3. FORMAL COMPLAINT PROCEEDINGS AT THE ACPE LEVEL:
ACPE distinguishes two types of possible complaints with two corresponding formal pathways for filing a complaint (contact information included at the end of this document). Occasionally the two types of complaints might overlap. ACPE will follow its processes in such complaints according to its discretion and may use either or both pathways in the process.
A. Ethical Complaints: that is, allegations of ethical and/or professional code violations (violations of 2010 ACPE Standards Section 100). The procedure for filing this kind of complaint is described in the “2010 Processing Complaints of Ethics Code Violations in ACPE” manual. 

B. Educational Complaints: that is, violations and of ACPE educational standards by CPE supervisors, CPE programs and centers, or mis-application of standards by the Accreditation Commission. (2010 ACPE Standards Section 300) The procedures for filing this kind of complaints is described in Appendix 10 (“Policy for Complaints Alleging Violations of ACPE Education Standards in Educational Programs” and “Policy for Complaints Against the ACPE Accreditation Commission”) of the 2010 Accreditation Manual. 

A.  ETHICAL COMPLAINTS:
These complaints assess whether violations of ACPE ethics standards have occurred.  Ethical complaints should be submitted to the ACPE Executive Director using the “Ethical Complaint Form” which can be obtained by the Executive Director or at www.acpe.edu (click on “Home,” then on “Information on Filing a Complaint against a Member of ACPE,” then on “Ethical Complaint Form.” 

The Association for Clinical Pastoral Education (ACPE) and the Association for Professional Chaplains (APC) share a joint process for addressing allegations of ethical misconduct and thus officers and representatives from both associations may be involved in the process if the respondent is a member of both associations. 

Reporting an alleged violation close to its occurrence is important to the effective investigation and evaluation of evidence as well as to the well-being of all people involved. The statute of limitation for filing an ethical complaint (2010 Processing Complaints of Ethics Code Violations in ACPE, Part Two/Section III) is as follows:
· The time limit is ten years* for a complaint alleging sexual exploitation and 
six months* for a complaint not involving sexual exploitation. 
*In extraordinary circumstances, time limits can be waived by the Chair of the Professional Ethics
  Commission in consultation with ACPE Executive Director. 

The complaint must name an individual (individuals) or entity (entities) over which ACPE has jurisdiction. An Initial Review Panel composed of the Executive Director the Professional Ethics Commission Chairperson and possibly a legal or ethical consultant, will make the determination about jurisdiction.

All efforts to protect the confidentiality of the parties involved. The person(s) filing the complaint consents to the ACPE process and gives permission for the disclosure to the ACPE investigative and hearing panels, the Professional Ethics Commission of ACPE, and the respondent of all information.  Although the complainant has the right to withdraw at any point in the complaint process; the ACPE may continue the process in order to prevent potential physical or psychological harm to other persons.  Parties to the complaint shall have access to all relevant information about the complaint proceeding and shall be given opportunity to present information within the procedures as established and published in the 2010 Processing Complaints of Ethics Code Violations in ACPE , Part Two/Section IV).

The 2010 Processing Complaints of Ethics Code Violations in ACPE establishes two options for addressing a complaint that has not been resolved at the local level:

· Mediation requested by either party.  Both parties must agree to this process as outlined in the 2010 Processing Complaints of Ethics Code Violations in ACPE, Part Two/Section X.  Mediation is a voluntary process that provides opportunity for both parties involved in a conflict to state their needs and interests, utilizing a neutral third party (a mediator). Mediation is to start and be finished within 60 days.

· Investigative Process, that is a fact-finding gathering of information conducted by a trained person sometimes in consultation with a legal or ethics consultant. This phase is outlined in the 2010 Processing Complaints of Ethics Code Violations in ACPE, Part Two/Section XI.  The fact-gathering and fact-finding process is engaged if mediation is inappropriate, or both parties do not agree to mediation, or if the mediation process has not produced a resolution and the complainant elects to proceed further.  At the close of the investigation, the investigator will provide the Professional Ethics Commission Chair with a dossier of the case. If sanctions are required, they will be imposed by the Professional Ethics Commission upon completion of the work by a Final Case Review panel.


B. EDUCATIONAL COMPLAINTS:
As required by the U.S. Department of Education, ACPE has policies for addressing complaints against the Accreditation Commission, and complaints against education programs. The Accreditation Commission of ACPE takes seriously any complaint alleging violation or mis-application of education standards (Section 300 of 2010 ACPE Standards) within accredited programs.  All such complaints should be filed in writing, with the Chairperson of the ACPE Accreditation Commission using the “Accreditation Complaint Form” which can be obtained by contacting the Accreditation Chairperson, or at www.acpe.edu (click on “Home,” then on “Information on Filing a Complaint against a Member of ACPE,” then on “Accreditation Complaint Form.”)
· The alleged violation must fall within twelve months* of the date of 
filing in the case of complaints regarding educational standards,

· And three months* of the date of filing in the case of complaints against 
the Accreditation Commission.
   
*Time limits may be extended at the discretion of the Chairperson and staff of the Accreditation Commission. 

The Accreditation Commission Chair person (and/or staff) will determine whether or not the Commission has jurisdiction over the persons or programs named in the allegations. If jurisdiction is established, options are:
· Dismissal of the complaint without prejudice and/or recommendation to seek resolution.

· Mediation can be offered if appropriate.

· Investigative Process and review

If violations of standards have occurred, follow up by the Accreditation Commission will take place as appropriate.




COMPLAINT CONTACTS:  LOCAL, REGIONAL, NATIONAL
ACPE Executive Director:	Rev. Dr. Teresa Snorton
	ACPE, Inc.
	1549 Clairmont Rd., Suite 103
	Decatur, GA  30033
	(404) 320-1472
	teresa@acpe.edu
	
ACPE Professional Ethics Chair:		Rev. John Weagraff   
	Saint Elizabeth’s Medical Center
	Brighton, MA 02135
	(617) 789-2093  
	john.weagraff@caritaschristi.org
 
ACPE Accreditation Commission Chair: 	Rev. Karrie Oertli
	ACPE, Inc.
	1549 Clairmont Rd., Suite 103
	Decatur, GA  30033
	(404) 320-1472
	karrie.oertli@INTEGRIS-health.com

ACPE South Central Regional Director: 	Rev. Stuart Plummer
						PO Box 275
 	Fraser, CO 80442
	(970) 726-1012
	splummer@rkymtnhi.com
