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GRIEVANCE REPORT 

 

Date of Receipt of Complaint:  
 

Received by:  

Mode of Receipt: 
 

Name of Grievant:  
 

Description of Complaint:  

First Reaction towards Complainant (written/oral/date, by whom?) 
 
 
 

Proposed Corrective Action to undertake (indicate what is going to be done about the Grievance, by when 
and by whom?) 
 
 
 
 

Corrective Action Undertaken (description of action, when and by whom?) 
 
 
 
 

Final Reaction to complainant (written/oral/date, by whom?) 
 
 
 
 

Person Responsible for Follow-up of Complaint:  
 

Closure of complaint approved by:  
 
 
Date:  
 

Any relevant documentation/correspondence: 
 
 
 
 
 

 

Date Original Document: 
1/2025 

Complaint and 
Grievance other 

Subjects 
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