Sample Grievance Record (English)

Name of
Employee*
Nama Pekerja

Date
Tarikh

Description of Grievance
Jenis Aduan dan Rungutan

What is Grievance Record?
It is a process that can be exercised and/or provided
by employer to enable its employees to lodge and
put a written record of their grievances for action.

What is the Role of Employer?
Employer is responsible to ensure “Grievance
Record” is monitored regularly.
Employer is encouraged to appoint a dedicated
employer’s representative/official to monitor and
respond to any grievances reported and/or recorded
by its employees. Grievance Record must be
located at a strategic location, accessible to all
employees.

tft-earth.org

Person in Charge
Pihak
bertanggungjawab
(pihak majikan)

Response/Action Taken
Tindakan yang telah diambil

Status
Status

What Are The Types of Grievance Can Be
Recorded?
There is no standard classification or type of
grievance that can be recorded in Grievance
Record. Ideally, all forms of grievance should be
reported using the available grievance record for
action.
Employer must encourage all workers to make use
of the grievance record. At the same time,
employer must ensure that all workers are
properly briefed and explained on the grievance
procedures available.
Effective grievance procedure, record and
remediation would enable employer and
employees to resolve conflicts / issues internally
and at the lowest level possible.

DISCLAIMER: The information in this document is prepared for a brief and general guideline on remedy and has been compiled using various sources publicly
available. Efforts have been made to ensure that relevant information has been included; however TFT does not claim that the information in this guideline is
exhaustive. Further, this document does not purport to contain all the information that the end user or reader including but not limited to employers, buyers,
importers, manufacturers, suppliers or distributors (collectively “End User”) may desire to understand regarding the processes, practices or laws in Malaysia in
respect of remedy or employment. The intent of this document is to provide basic guidelines which may be of some help to the end user. With the help of this
document, the end user should ensure that the relevant laws, rules, regulations and guidelines are applicable, suitable, updated and relevant to their company or
business as a whole.
TFT, its subsidiaries, related corporation, affiliates, associates, business partners (collectively, “TFT Group”) and TFT’s directors, shareholders, officers, employees,
agents, representatives and advisers (“Representatives”) do not:- (i) make any representation, undertaking or warranty, express or implied, nor any of them, to the
extent permitted by law, have any responsibility or liabilities whatsoever in respect of the truth, accuracy or completeness of, or omission from, this document or any
related documents or information, whether written or oral, supplied at any time or in respect of any statement, disclosure, or opinion expressed or omitted; (ii) owe
any duty of care or otherwise owed by TFT Group or its Representatives to the End User in respect of or in connection with this document; (iii) have any obligation to
update this document or to correct any inaccuracies, incompleteness or omissions therein; and (iv) accept any responsibility or liability to any reader or third party for
any damages, loss, cost or expense, or any loss of profits, business or anticipated savings or for any consequential loss whatsoever, whether directly or indirectly, due
to or in connection with any negligence, error, misstatement, misrepresentation or omission by TFT Group or its Representatives.

Sample Grievance Record (Bahasa)
Name of
Employee*
Nama Pekerja

Date
Tarikh

Description of Grievance
Jenis Aduan dan Rungutan
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Person in Charge
Pihak
bertanggungjawab
(pihak majikan)

Response/Action Taken
Tindakan yang telah diambil

Status
Status

Apakah Fungsi Rekod Aduan?

Apakah Jenis Aduan yang boleh direkodkan?

“Rekod Aduan” merupakan proses yang boleh
dilakukan oleh pihak majikan bagi membolehkan
pekerja mengutarakan / melaporkan sebarang
bentuk aduan/masalah/isu yang dihadapi oleh
mereka.

Tidak ada klasifikasi / jenis aduan yang khusus
yang boleh dilaporkan menerusi sistem rekod
aduan ini. Bagaimanapun ia perlu berkaitan
dengan perkara melibatkan tanggungjawab
majikan seperti isu gaji, kerja lebih masa, etc.

Apakah Tanggungjawab Majikan?

Majikan perlu menggalakkan pekerja untuk
menggunakan sistem rekod aduan ini secara
efektif, dan melaporkan apa juga bentuk
ketidakpuasan hati.

Pihak majikan bertanggungjawab bagi memastikan
“Rekod Aduan” berfungsi secara efektif termasuk
melantik wakil majikan / pegawai berkenaan bagi
memantau dan mengambil tindakan sewajarnya
berdasarkan aduan yang telah dilaporkan, dengan
kadar segera. Rekod aduan ini perlu diletakkan di
tempat yang strategik yang boleh diakses dengan
mudah oleh pekerja.

Ia penting bagi membolehkan pihak majikan dan
pekerja dapat menyelesaikan salah faham,
masalah atau konflik pada peringkat paling
rendah.

DISCLAIMER: The information in this document is prepared for a brief and general guideline on remedy and has been compiled using various sources publicly
available. Efforts have been made to ensure that relevant information has been included; however TFT does not claim that the information in this guideline is
exhaustive. Further, this document does not purport to contain all the information that the end user or reader including but not limited to employers, buyers,
importers, manufacturers, suppliers or distributors (collectively “End User”) may desire to understand regarding the processes, practices or laws in Malaysia in
respect of remedy or employment. The intent of this document is to provide basic guidelines which may be of some help to the end user. With the help of this
document, the end user should ensure that the relevant laws, rules, regulations and guidelines are applicable, suitable, updated and relevant to their company or
business as a whole.
TFT, its subsidiaries, related corporation, affiliates, associates, business partners (collectively, “TFT Group”) and TFT’s directors, shareholders, officers, employees,
agents, representatives and advisers (“Representatives”) do not:- (i) make any representation, undertaking or warranty, express or implied, nor any of them, to the
extent permitted by law, have any responsibility or liabilities whatsoever in respect of the truth, accuracy or completeness of, or omission from, this document or any
related documents or information, whether written or oral, supplied at any time or in respect of any statement, disclosure, or opinion expressed or omitted; (ii) owe
any duty of care or otherwise owed by TFT Group or its Representatives to the End User in respect of or in connection with this document; (iii) have any obligation to
update this document or to correct any inaccuracies, incompleteness or omissions therein; and (iv) accept any responsibility or liability to any reader or third party for
any damages, loss, cost or expense, or any loss of profits, business or anticipated savings or for any consequential loss whatsoever, whether directly or indirectly, due
to or in connection with any negligence, error, misstatement, misrepresentation or omission by TFT Group or its Representatives.

