Sample Grievance Report 



	Date :  ____________________

To      :  ____________________ (Name of Grievance Handler)       Dept      :  __________________________ 

From :  ____________________ (Name of  Employee)                      Dept      :  __________________________ 


	Date of Grievance Handling Meeting :  ____________________

Name of Employee     :  ________________________________     Dept      :  _________________________ 


Present at Meeting
(1) _______________________________________ (Name)            Dept      :  __________________________ 
(2) _______________________________________ (Name)            Dept      :  __________________________ 
(3) _______________________________________ (Name)            Dept      :  __________________________ 
(4) _______________________________________ (Name)            Dept      :  __________________________ 


Nature of Grievance1:
________________________________________________________________________________________
________________________________________________________________________________________

Grievance resolved at meeting?    Please circle: Yes / No

If yes, state nature of settlement:
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________


If no, state employee’s prioritised options:
(1) ______________________________________________________________________________________
(2) ______________________________________________________________________________________
(3) ______________________________________________________________________________________


Grievance Handler’s recommendation, if any (e.g. escalation2 to the next level):
_________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________________





1. Refer to the Grievance Lodgement Form for full details on Grievance
2. Update the Grievance Lodgement Form if there is an escalation




