
Process for Filing and Resolving Administrative Complaints 
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No 
more 
than 60 
calendar 
days 
Parent (or other individual or organization) submits written, 
signed complaint, including Part C requirement alleged to 
have been violated and facts on which complaint is based, to: 

DMHMRSAS 
Infant & Toddler Connection of Virginia 

P.O. Box 1797 
Richmond, VA 23218 

(804) 786-3710 or FAX (804) 371-7959
Lead Agency receives complaint, assigns a number and begins 
Administrative Complaint log sheet (see Appendix C). 

LICC attempts to resolve 
issue locally  (with TA 
from Lead Agency) and 
provides written response 
to alleged violation to Lead 
Agency within 10 days.  

If reply indicates 
complaint has been 
resolved, then 
complainant and 
LICC sign 
“Resolution of 
Disagreement 
Statement” (see 
Appendix E) and 
Lead Agency sends 
written notification of 
decision 
(“Withdrawal of 

Not resolved 

LICC gathers files, 
Local P&P info, etc 

plainant and affected LLA receive notification letter (see Appendix D), 
uding copy of complaint, from the Lead Agency.  A copy of letter and 
plaint are also sent to any local agency/provider named in the complaint. 
Complainant has 
opportunity to submit 
additional information, 
either orally or in writing, 
about the complaint at any 
time. 
and submits/prepare
for site visit 

Lead Agency provides follow-up TA and ensu
Improvement is implemented.  Review of imp
corrective action plan is done through the mon

Lead Agency resolves complaint based
and notifies all parties in writing of the
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then Lead Agency reviews all documentat
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Resolved
Complaint” letter– 
see Appendix E) to 
all parties. 
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