6.5.3
Addressing grievances and providing feedback

Stage 1: Immediate supervisor or manager

Comments or additional information regarding the grievance

MACROBUTTON NoMacro ( [insert comments] 

Proposed solution/s

MACROBUTTON NoMacro ( [insert details] 

Supervisor/Manager

Date 

The proposed solution/s were accepted/not accepted by the employee. The reasons for non-acceptance of the solution/s are: MACROBUTTON NoMacro ( [insert reasons]
Employee
Date

Witness
Date

Witness
Date

Stage 2: Higher level manager

Date of meeting: MACROBUTTON NoMacro ( [insert date]  Time: MACROBUTTON NoMacro ( [insert time]  Place: MACROBUTTON NoMacro ( [insert place] 

Result of grievance: MACROBUTTON NoMacro ( [insert results]
The proposed solutions were accepted/not accepted by the employee. If the proposed solution is not acceptable, state reasons why: MACROBUTTON NoMacro ( [insert reasons]
Employee’s signature

Witness

Chairman’s designation

Chairman’s name

Chairman’s signature

Date

Stage 3: Senior management

Date of meeting: MACROBUTTON NoMacro ( [insert date]  Time: MACROBUTTON NoMacro ( [insert time]  Place: MACROBUTTON NoMacro ( [insert place] 

Result of grievance: MACROBUTTON NoMacro ( [insert results]
The proposed solutions are accepted/not accepted by the employee. If the proposed solution is not acceptable, state reasons why: MACROBUTTON NoMacro ( [insert reasons]
Employee’s signature

Witness

Chairman’s designation

Chairman’s name

Chairman’s signature

Date
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