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SAMPLE (1) BASIC GRIEVANCE PROCEDURE - GENERAL

/ STEP 1 \

The Employee concerned should raise the grievance with a superior not involved

in the grievance. It could be submitted in writing, or if verbal, the statement should

be recorded by the employee's superior. The Employee’s identity should remain
\anonymous for private cases. J

.

STEP 2
If the matter is not settled within 5 working days, the matter should be referred to
the Department Manager.

.

STEP 3
If the matter is not settled after 5 working days, then should be referred to the
Human Resource Manager.
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STEP 4
If the matter is not settled within 5 working days, the matter should be referred to

the Company Manager.
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STEP 5
If the matter is not settled within 5 working days, the matter must be referred for

mediation at the Labour Department. The status of the grievance and steps taken.
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(and its affiliates, subsidiaries and representatives) will (a) not be liable for any claims or damages related to the quality, completeness or
accuracy of the information, (b) not owe any duty of care to the reader of this document, (c) not bear liability for any direct or indirect
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own research and to ensure that any relevant laws, rules, regulations and / or guidelines relevant to their company or business operations
are adhered to.
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