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qfuTr'f Eq't-{ s qqF{f{fi&
GRIEVANCE HANDLING PROCEDURE

E qprqert{qtftfrfrd\5 E errqftffvl+,.frfut\5 E errqril.r{s{rldfifrct\r
ffi ,er"rsfth(qvfifiRfrdmfrfrd\r E errsd$EqftfrRfi-qqfrfuts

<r"ro r<tfu1 fiFrct-s ,c( <r<El"F{I <-.2"i.e e&Src< Ffts qfr-r offir< ruE fr<lr+ *f,a.nuE r esB
+l(+< qfu3T'i qq&< afirm qfro-Fffirt"t stcr< q{qB, 6E f\r, q{rst{ \3 {?lF{ ,r<TT.f mqfi <1 <Ifu
c'n"rftr',t <rl F54 rrc{tm <-rr"rcv< Fr+i B"rq"r+ e<r.u ell(r< s<( q< Eq{s sfrTf-< EltIg {Kr< r { .{TE

cqq&i1{ qtsfr-r q*i?f ffi TL< {=m' ${ 'tfrK"i IE E qqms pfr"s 'ilq{ F{r<- r

> q+e qfrr-sffi € +lf"rcs< rrlt dqr,nt{ q*6 e rsB fulr+{ !T$tl mt-iTft{ q+ltqo U*& e<(

Vq'r'lT{ qsql-<I qri{ e Bq"nqrrfu 1fr' q<T 
r

) {ft cfi{ qfrs-sffi sK B-ftr' + q<ss{ rt T{s'ft Ekt 6$r{ I]qFrs <T'iftk{ fidr{, csflfi s ercqf{
frqFl+um\5KSfuE1(fifusq<I r

1 qft-E aqcr :r?11-$t qg<H, qfuri rg "rfiq"f ffiG q{-{-<r"t< {turq Us mts ft-+qq q<r 
r

rr.o qlrg\5[ g

qi ftfrl1qT qr"iq c{tfu{ frc e{ <1+4'r+ll "iffis E"6<tftF6 s6-rnsp{cs-< qrq r:fq6 <1 Eq{fm
qEfsF q{I e<( sfinrs lfr <€ <r<'qt'ffi-{ Ir2-{ 6$F eF61q 't$s, q* sf<q fit sfr.6tn€ T{-st[< €lcl1q,

<-< L sfrtfr+{ {<r{ dfi-f, rffi e offirer"t E16m r-a qrElc{ calrs 41-a.tr1-q11 Eq"nq6{ c.rE g-r< qi
ftfu{-Et 6{r+ E{cs <t{, arsr< 

r

oftffiq rotq{fr-s-Fffi ior< B-fsq<lqqss{< qss'ftl]-{t crt-{ el$]<r xt-qFro <'r.rilko fifsq, cr{fi.g
qr+qR ft{.t{ <-{ <I \ot{ It+rq mI{ rfiFrs <T frfts qfuI1"t <I q{[{l5i Eqlas qrq qr"tq r{I&JT frfrFs
T:\e"tq' Et Efur{ IE, aGe e qfr-$lT<h I qt ft&qr{t <ls{l{c{ <ffix e qtsritGo qlt{ dfw{ {t F-6{

6t-qRr-trs cqslrm qtx.tRk (coc) \3 fiT{\3 {m Eco 4tr{ r ur+g r<tfui1 frfircfu et ftG +fq< q+rs
qltqE€ 4lr\r{fi, <](ElC[.t qq qft+ qoov,

xfrrR lcl-Fct str< q{l-<.r r-{r{
frfrqtEt torc q<R 

'lqeMlsfr <lRqtcq.t ffi.
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qfuTt"f et4Fs mF{r{
GRIEVANCE HANDLING PROCEDURE

a.: +r<{FI-s s-f<v rcq qfrr-sffi qfuI"f qtG EnFIit s&rqr"r qqrcs 
"n-<-c< r 

q&c{Fi qqrrli}<
sfrfr qBcrt'r ergfrc-< gfi q{cre <-< r ffi-tss (c-€cq<) E&G q&r<tiI qrm e+9 frm fircn+
Grcs qr< r qGcqt i qnn-+ rfur-"f< Bsr[{ cffi qft-fi{ etfqc{ q<R qrFdF{ 6s(Er E(EIC"F c{l{ slr{
fir<u{ o+cs qr< 

r

c.s "ik.r{"f {(@ls c{ Cst{ d& <t cr{rt 4ffi8 <q q-<tqk t.fi'.sf{ q<!. qfut qkib w$Ift
q&tq}'t qmro "rKcr{ I

c.o qfu-5q1 0l{{ \3 q'{]$fl{ (t.cr r{q "tl& q*r<q € rztFFf -tqE] {ql-T <tllt {r{ r q&0 qfu!]1
Ew{t lt € "rfi$er c{r'il "lEG 

qflflT(< crHl-{ s-{t qr{
c.a Ecqrq{ qGrqFi c<Fo5Itr, € qrft-*r stsFr €l{{ s "r{r<qq < sEi F{t <-{ r

c..c *F.'r qKI-{ qfu't, srs eGr<r{ s {fl{n rdffiIr{ fiPRh r:T << r qkqf'ml?i s {(E?
31fu-fqc+ qqMr{'IQE finiTs q-<RE q<T q(<

c.s qfu"i Eqlr+{ TI-Tc"I qrft? qfro cfi 6slT ero< ffi<tu-o qfrqlrr{ €rot< qt E{ st fifus +-{r

{r< I

c.q {im e-sr< qfuTrcE< t$ c{fl-{fifb.srspta.r{k <Tir< (ErffT q-{E&fift, qtfu qn{ e-{ffi
ntilc\ql, <m<ffifiR €:rl+<qqrFtq(ElK ) r{mlfrgIeRfl{{6ril'tfficq I

c..u vfut"r< $ {{t${ s srzs< <q6q fifts qsco qfro gfuFrfr< sq"i€l{{c$ q{tft.o-< fil{ c<i
{r{r
c.b Eqrs-< ffirE <Rqlm{ q{ qE4 q6os (< fifi \e qd S"l-$<1 (s) ,s< qTT ("1) s (S) qr qft{ cfi{
qfrs <T offi{ fr'rrh qerqT,t qrfts €rq qfr{s qfu{ <T Fffi npr sfrrd ErqT{ qfrfifi fiqr<
st"*trdr dv $Fii{ q< 641-q qn.qT qet?rf qc.]ul{rfift sfrE{ cfi{ qfr-o E&fift E]El< efrFft fur<
rcq|arqsFfcil "[kr< r

a.)o r'fiffis qfurt <T ls c{Fflr{{ sI{Iqr{c-t( c"ft''tftTsT <sTIs c{cl qrffi{q{f {f,{ |

a.5) qffi-q{cfi{ ql&< <lsrlirr <I Eq'cg v<rEf{+ffi qfro-sffilr< ryc<.orq r,f FmG qqlq

F{t qr{ 
I

c. :l q&{r{ {ft'srr"{ ftft* sfusFT-q{c{rR E&fu$ {ffi <t FFE<is €f{3 T-<I <<

nrmr+rr o:fi<s rqq qfrs- sffi{ fiqfrr, -iTftks s d-E c?Krft e fifi-_s+ qq El&-< wIft I stET, T:frnT /
qeR-s sf{nT, gt, xtqr s frfl"rs-|, "iRr<"r q<R ft.-Tll q\q.-fs cr cst{ fr<[T qkst'f <T "KIT{ fu frRe
qnGqi{rftq<furer< a&a6pftp "6s61 ,

ror-* qfr-s offir stqt< E+iuqs:ffi EqT {'ffi(, qft:rF, .{Prqr \B cro.l{ E{r{ro r{l{R EI{t< {tr{rt,
q&rql't s q*cqrt q<Rsffi;rt EfrTt<Eltcs "Il-<r< , .
s.t aT fi,t-s qqIF[s{Fs1d{FtI({ s

B<fuT n.ff6 <1 r+o.l+ 6ccs{ $ts cqrro qfuqrc,r< <rrF{ cffil{ ll c"rcq <t {<iqfr r:F[{l qfi{ <I ,i]fryfta
$fut{f?ffmqB6!1"f qn+rqcqfi"f sffifrcfrR-o<t cfrFrcqr<q<ftsq<n:m-rcqEfBrRut?cs"n-<r< r

s.\e \?v tfi't-g elfi-f q&frk{ ffiffi g

r$l{}r:ijIl1, qfuqH rs qTfiFf € q{({Ir'f{Tm \trE cst< qs.tqfro nE6itr{{ efufifr/q(lER"r$tftFfrB-<
qqqm{fl{Icl\s fiTEqfu{Els{t$c{ I
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GRIEVANCE HANDLING PROCEDURE
,9.A ad {t"t-g EfuTtul <lcd{ ${rc{ s

qI=r c<Fl{ qrrT, qfu{5i <T qsrl"f il{rs {t ccrFfi E{I1h-ff.r offiABfi:rcq< sfigfik{ Tl-<rq q&Tt<
Etir.T q!fttq {\s <s 'il( <I q{{JT q(E {rc{ qr{ ml{ kficr< FErt {trr{ 6q cs6 qft-r-a:ffi qfurfi"i <lr€
fits]( {l{-4R}T c"fl, l{ c<r?t frFlE qfuqlrlT {l:ffiq sr< sfu.( dtcE "fl-<r{ r

,y.a a.q {I"i-s ebElt{ "lqG c

qE-4t{ q qr'rql< qfuTFf - "r<TT{ qll],r{T( :0{rr.T rr-r{l=t ('rcs "ffrr{ I

s.s v$ {tt-c c{lflR{qtfrG lqB c

$eraM 5qll $"Ilm crl<l{ { c"r6{ {<Mfr qBem< vSl<irq1"rs (q'm{1i1)/ lqf<1qt"rs ("iffi$. ficq.i{q) /
rcFl{Er'ro (el*ilrr* e {r{< cqn) eT Frsb qtilffiR $Trcr qrrfq{ ({r\9 ellr<-{ 

|

s.q qq $el-a iF]T?lt{l{{lR{EFqrl{'lT s

(T{ 6$l-{ q{'flI, qfu"rr'f <t qslT"f il{rs { Eetmls E IET {{Kl{.{I c"iffi T<t{k fu ErflFts a|t1fiq qrT${
uttr-u_ "rr+ro s- (F) <inkrcr qtft{ E&fiR, ({) qrffr qc sefiR, ('t) ffi{r-otft c(Sf (c{.&.s), ({) qfft{
q-roft*qt tqrft{ qfl'q-+ffifle $.D (s) GuqBfrnr/Ufr's SGGft (r) +rqftqrq.mrc-r

SqLAB qrq1r {E we fif ffis b,tm qpffr qpFk q&cst't-q*{tit qFrtF 
"ttmr q<( irffirlr

{fl{r{c{csf 'firf{ S

E{fipr<'Sssts (trkqqqR, cftc'rd s ffi{ qw) q<Roers
{T,IilT q:il{Fr calF 'ffrfi

q-*rqft o-cir.r s:furm q<fu pr* lxctrd rHTrfFt cefna flTGFt I

qft-s qBfirrFq.Effi +frB< qnqrrf w<fu T-flir rFrrcr wt{f{
c'lF,ttrffi |

qfu{5t-"1-{lT.( <fcg EI,fd{ q&c{Ff frRv st6{ qt{lr{ld {trrrN
mKF Crfcgi "ffrd;f I

Cb-aE{ e qPl{Rqffi - "Hq{ qHrltr $<rxTrrrrtrfFr c'EEr
eflGwt

G"fKIG S"flr{ qrFff{ ql c"trE crtqR qG-6Trm Tql<r{qFIT' (q{qq s
{FK IErn qr ffi ql{rr{k {t{r6{ qTKl{ C'INi 'ltGFt I

E'irfls S,ffc{ qrKt{ {I c"tr{ wmfr {'sffic-{ qtfu qefiRfir c.tcat

6qFttr{I[r[{Illtt6{C{Kr{ C'l[g' effCr{ I

s"lrrlv' B"tI6s q{Ffi{ iI c'fcar {&6rc+s q-slrsfu q<( dB-r qrffR
rr@ {flqR qfrr v+ qefifr{, cc-d$lft c\qr (qr.&.€), qrft{
q-{-{fft xSt (Efft{ q.fl{O, dfr"r AefiR s q-c+tft t{' c+rq r
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q&Tpf emffi \e q{F{f{
GRIEVANCE HANDLING PROCEDURE

q.o qME@ET',wEIlItI\Ej

R!{ q]fiyEtc<re
ftft*xtrrcq EIe q&tlt't selt{ sfuEt{ W<<"r-rr+ c<ffirc<fr'Fr<a €
q\{s-{F<I',{r< 

I

fi<€i - T{rr{sffi

q.5 qfurt/ qdc{Ff sqs s {ql{l{ ( Grievance Investigation & Resolving)

'inrm,t (Step) Qfu (Procedure) qIRgeTs<i&
(Responsible)

rsFttRFf
(Communicate the
issues)

ft&e lt<rr EIs q&ntt mffitra< frft<q
q{K "l{, clTal {ret ETfffis q{|{ .e q\E?

ftrl=tfr* r+ ffiHR/ c{Kt{ qkrsT tc{q qg

{I{tc{ ql4lr{i {r{ I

ftftat _ +,4rf{stur

sqEaTftTta-{ \B qq{
(Review team &
Timeline)

EIg q&rqt'itr E[g F-{r{ q-$ Fqil"t s:is\ir,
Es csf$ 69166qfuf vnqffiG aiSqe<'r

{r{ elffifqr{ Efro Ei\gfik{ cf& E-s filT
S'ftETFII T?tT C:]'(\9 qIM 

I

<Kt'lr (!FW{*in \3

Etl4q

EEs (Invcstigation) $e qm{ € qffiJlfD qqlct sffiR
sgf{fi-llT q<i qryFt +fr6t, q$? fr.r'f6'f<

FffirT EiQfuru sl\t s-fl qmr r Etrs
qfrffi 'fq Efu<kT vtrq< q"fifttT{.ttv{
epilq F{r{ |

qmq q:fo6r, Bq s
*".g36q.arsr:ffi<

<ffi{EfulT
(Resolving
mcchanisms)

(4) s-fl]{ offit wis efE(<qq {s ffi
figlfi-* q{l{ eI.fffl € nFl<qrytq e tsft?
ffis sf{ co q<fu q<rcE r ffir
E{FIrlE E-s qTryI q$fl"rq qrmeftn "iq(q'"i
4-q* ffir<{ r sqrs qfrrlt i/T{rrrr{ qsrsl

"6\311 crlm e<g frr<u+-:r q:l-+iTfr {q1lTC{
qrKlfl{ 'iqc1'{ €r{{q{F{ |

(?r) {cllc:rc{ nHffi $ftIft s Eifrfi[{ ft.q
FfficiT/ c{tEt cT6 € sFrG fr& q qt-6EIF+l{

:r[trtr{{€{-m q<fuo{tqr< 
I

ffirE${Eilqqs
xr+++qri s q€?
ffirqirl+
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qtrc{t'r eFTF s T{t{r{

r.o:EE@
Xfrr sffi,-{ {f,{ qtl"{ qrqE, gn c<nqRr wcm $rrck q'll esft fi{lRv s rqeq qfu"r qE&
ilrcq L qt qGr{t"i "rsfr q{{lft qfuFf eFit{ Fcr 1qE frhtrs c$U r€? rT scq fiE frFlE E"ftr "jI{t{
qIr<[;t Gr6s 4lGFr I

qi_srtr
<Rem{ qT \flt{ \o os €T {l-<t vo wqffi p frRs Ett6r qlr<q{ T{F ,fl=rtrr 

I

111 cr-v+ tBft, &crT6, {{.flv, q?HFct qq<t q"Ir cq rfiq +fsc+ uFfi-< q<c]{ €Tt(s effi Afrs-5R ({ cfi{
{frcq<, ei q{n-6rm sftq mr-q frrr qqrf <fr cntq q&mf i eflro e<( {fr frfr \o\q-'ta# EfrsT{ "rtfu nqts
q{ q{ qtF ffi, qfuqfri-{ Tm.t q{fu Es{fs qfur €rs fr"r ftq< xv qfu-qttB frFrro qrfll.< C<&ffi
\'t$I{k't (rfit Fm"r+'r?r Ts3s qfusFffr c-dcfr el+r efur'r frRs-v'tr{ EIft frst{ <r.rq, fii rvcq Us
qGnt itr mGffi vt-fiqFt + abEqs pqm r) qlfrcq{ Frcb 6q<q Grcro 'fls6<;r I

(r) fifro qfu{'Fi eft< Ifr{l frcl< mar sGrqFf {q-.6 ETs nkr++ .{<!. qfg? qfr$ro \erTft-{ W{t{ fr{t
sqq*l-61r sp6 frars frFrcsn< qfr+ro qFlr<=t 

I

(o) rfr tfro r+n &qfs lirs sd qE, q.RI c\A' efrs {fr Ussr frEIrs q{EE {{, sRI qtrq frfr <.fqtq.t
dq qlt{ qoo\e q EfrRE T'rs q&trfs +erI{ vlRyr RtrE (aa "iftH) frr+< +c{i qqm csqrE niGrq{ fr5'lrq{
stfr+ <tcs (cc aqe6; ftr+< {6<t'ex sfdqro frR-\9-E-{ qfuqFI c"H FR'cs "tK6{{ L

(s) E{ qqlev qfu$'i eft< 'i< EET t+ro c+frt qqr{ sR{t sfu<t ttr q-'rz<r w{m< <wfl cr<"I sRra{
q<R E-t{ fi-(rFff{ qFrEI< q<-{ft.{< c!-?['t qfm"i fi\B{t iirmqs crq.t qtrm enl-+ sfrr< r

(a) <REkil d{ qlt{ toos qr qft{ EqB c{t{ qlrqrt Et<I qqFlo q-{tll Efrsrffi qcrr q&rqt"ffics (r$rt
rBIft qq <1 gIVT EIVT, ElRl{ Eh.?|cs "rC,fSIE T<t< ffiI firg qEn< q<( c{'Fr r<{ls, qlqr<ci <.ffi
qkml-s <lRElfi-t rl-{ qlt{ qoo\e q< {Ft te (f ) ,c tkFlg C$T-{ E{ ms "rk<6 Fk(E "tf{c<
(v) q{ qlqFrs< c{l-{ qkqrt EI{t c\Tfr c$1{ <ifu qlqr"j-< (aa 'rqew) fhr+< {cr Elt{r{ftqi{ ffi qrftE
qftT{ sfr'(E "fl<lT{, e<\,ct qtftrq< B"K Eqr{ fiqis trjs cc< r

(1) €fu qfunt'i qnT o qT{fE qts< F<t-< $I{cq {(&! efr<F cqr c$1-{ etst{ C{fr<rEo sGfrT,K <I {RRG<

GRIEVANCE HANDLING PROCEDURE

"Ii-{lT
qfurFi
/qlr{q;T
"rsB

{"t1r\,_Itst{ .4T GITB ETKq;I TiT(g 'II{r{ I

Erdvlsffi{ ffi qItr Fr$<rs qrfl=r 
r

o-qn+ offi< firob qfkrr{ <-<rs 4En< r

efi<' Eefifr-{ ffi qrr<c-{ Grcg etkm 
I

q{Hfi-r q{H q< ffi qr<n+ e-srs "n<m r

eqqv y€r tnfutc<dlclclE sE&rsrt sql+ r

o ) -fsIT{K-{o {l

fi-st< + cr El{ q-{l n frfrct-u <.---rc."Im ElT<h aIFFK 
I
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q&I{t'reFTFs qffir{

a.r

L:.1 fu'fu qvFr (etFqt{ qs q\5ft-{) (T ) 8

o (r'f€ cqtfuq ftfrdo q< Erfiqfrr qql;I, Et-nqr<KEt"fs (qtD ql< qs ,csfr{) qfu{l'i, q{Gf i s
"R{.f ft& <rsql+rl( q{l-q qtfuy eflTm{ 

r

o qfutql't, qxcsl'f \s agq{ q1@v ald q-f,{ frr ilf qft<F{, qTrqr{ q<\ -ilfr ftm-o frms er$ r

r <rQ["to s sl{ 6Err E+fs"f ififfi c+'t-q offi< ft-+ra qfuir't qTtfis qlE Ef <r<-E|"l"II

'rfr5IqT/qfr5Tq$' A{<lTSf"f$ (q"lffiiI) qc<lql.i-{ "f<fq{ {IrlIs <I{ql oRq q{f 
I

r frfilE, dFf+, s& s rg c,it"tfts 1{ cofq qfuTt5i c{t$rfi q{] Tqs-{qRl{qf'ro (EtFr+) s cvfh-"K
EIfryETe <lffiT aftg qqn,c<( <;lds{ "r{r<m{ r

r qG$tr+ o(<s n"nrq!gr{, qfrqr{ e t*uref rtrs "iq-|ffi <ifui frrm cs1-{ q'GrTt i qaffis <q
st<fr+ra.flfr{1-r<I{qter{i I

o qfu66 Eqlffi{ s|+c{ qRE? eJfr-a 6T{ cfi{ ero< c{fr<]D-r qfufirsm *+r< ll q* vF q{, EEr<6
qll€6<;r 

I

b. t.a. <r?rqt"l-r (,qvfr{ qy_l.l$ W{_sl3yt{t)j
o q{r{15i, qGrqtrt \B "fdq"f qq@fg qfrfr elcEr{ \B Er{ <ls<lTr{ 'r'[rs{ ,:fqcf 

I

o ffiE-aft1ft66Efrffi cst{qfuffi Bqtfivqmq a{-6Ey6cIq<1,
. qM q&[{lcri< &fus vq-o +frtr 'tf* q<( BSfE{ T-\9."|(F( rTfc{ Cqtfi({Irf I

o +frft 4qEEFg:R141tr 'ir(r<Tcl I

o s6s fr61ffi efuE Efs-{ TEqrs'{ qlBl qlFIF{t {ft"kF n-vls frqls, .fiB .e

Eqf{ r

.. sl-<?ll{r{ qECII't, q{c{Fl € 'i<N.f eft{I *([-<a-{ €<( Et{ {q&iE, t6G c<+ r

GRIEVANCE HANDLING PROCEDURE

fi-qftaqrrm
( q+<q,avr ig ${T{) (s(ffi)

<r{ql"ro
(ll++q-em s q.Iq1)

R-stftsSiflT
($B]1TT)

e<R Rt EIfu {frErq-{T s-$ r

ertofu "r<w{
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GRIEVANCE HANDLING PROCEDURE
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