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ACTIONS & METHODS

1. Receive mlnplﬁfnl

= Suggestion box
»  Teephone
= Letter
s Eqmail

HR Officer has to recard a naw in complaint
coto Compialnt Record {F-HRO3-00L)

T

1. Ao

dfutnfaartn
nsend

AN

E-mail

]

HR  Officer siagifudatioganalu Complaint
Record (F-HRO3-001)

R

17 the complaing is the same of problem with is
I the process, they may were conduded
togather without releasing the new camplaint’s
numiber

— T o |
rhaaylussnin e iuns nﬁ\lﬁnuaﬂ
Aty
Tanllsaizamanotputasaaduhl

Remark:
Complaint number *YYYYNNY or “E-V ViR
i consst of I or E- ard 6 tameric which
means 25 follows:

I- means Internal complaink

E- means External complaing

YYYY means year of complaint received
L2, 2011 weould be 2011

Wi means yeacly running number of
complaint received, ahusys restart 1o 01 for

URILME
snbaziaato "IN WA EYY T
slsenaudie I win B waman 6wlin A
Arumanadat

I~ winulla dafzadunmoly

E- il safasdounini@n

Yy winodie O s Alddudatasdoy
draatinaithu 12011 w2011

MY wnfis wnotasiueaidadpaou
shantfunnlubiy 1 dosedsaduduthonoas

complaint is related with company. When the

cuteene can be concluded, record on

Compesint Log {F-HRO3-001) a5 follows

= 1 the complaint is unrelated with company
~ inform complainant in writing aad close
it

»  ifthe camplaint is related with company -
precesd neat, Whera the complaint is in
the scope and meaning of the Grisvance in

each naw year 01 wana

2. Conslder complalint \

HR Officer has to investigate relevant data in HR Oﬂ':u ﬂ‘mnnaalamh affinating Wi
gedsr to make a decision whelher the dnfutsit defpotoufuosdeafuutin

wsatal iipannsoajlnafvdlaliduinng
fagitou (F-HRO3-001} ded

o windataadmulifimaieiuutdn ~ udag
soadoumsnifupedneolingg wasning
sinflunt

«  wandagaad i fngiv- andunt
duapudinll  undu neddofasdoun

I U

Company's Work Rules &

Chapter 9, follow the grievance process, gyl

i i 1
kel by winaA 9 Tilhahg

3, Define selving measure(s) 3, dmmumnasnaulufadaasom

MRt afficer is ta submit the complairt to officer _ siaadatasastiouiduiisaiud
responsible parties in arder to find maasures to | Suflaiiau rlarinwumnagn il

ressive the complaint,

4. Approve 1o resolve li 4. oasnosn s laada s

The refevant depariment propose the
corrective measures in line of comeand and
natify the progress af HR Officer

winudidordasdvasansailuaain
et wasessnamiil HR Officer

7-HAD3_COMPLAINT HANDLING.
flov1-Page 2

A&
Tamanydnaiugnamng RTINS T

j
dinmg A iuiiagoudodias (C5R-DPIM)

CHR-DPIM Network

FEmafrmiininaion

Antpadowmeluuazninuen

GJS

P-HRO3_COMPLAINT HANDLING

Revision 1
FURPOSE & SCOPE
Todefite procedure for internal complaint o wian
Pending @nd estérnal complainl handling ulin

s precedure cowers compiaint handing & all
aspects from inlerested parties excluding
Jakt I "

o

RESPONSIBILITY

Cegartment, Manager “HE 5 responsitle e Dapartment Manager MR Yufauaunisiang
cempléint hareiing acconding b this procedure, nahaﬂuuhﬁlﬂ\ﬂﬂnmnﬁwrm (i1

REVIEW & APPROVAL

[ ireparation | € | Reviower | Approver
R Officet | Uepartment Manage: - | Department Fanager
st HR:
ANENDMENRT REGORD

~Rewldlon_| Effective Date 3 §|

1 1B Har 2020 |« Change persan wha 15 in cl
= WP-HAE Adiin to Depariment Manager -H&:
o DABPED area Mar, 1o Department Manags: -

QAaFeD
o Sr. Supenisor Admin to HR Cificer

« Change name of form F-HRDZ-00E Camplaint log to

Complaint recard
«  Add rew form F-HRD3-002 Camplaint status log
Rewise TERMS & DEFINITIONS; delete “Interral complaint”,
“Extexrial complaint” and *Committee; insert "Complaint®
Revisa item 3 Fnd aut methad For selving complaint
Riesisn item 4 Appravel process ba rasohe complaint
Clange approval parsan in measwement flan depend an
[ et of enmplant
] 11 Aug 2011 | Fireh Ssus:

TERMS & DEFINITIONS

Complaiak mens infcemation mnt h-u ] o sy ﬁuaﬂlﬂuumﬂmﬁu

Negatse cpinion oy, NGO, wihem
Geimmant, Subgantrad, srmnnlus ad yain, iﬁ'lnvm\ gdim[u ua.a.dauau
Supirhiet

DOCUMENTATION & REFERENCE

1, FHADE-001_ Complaint Record
1 FERDE00)_Complant status tag

NG _COMFLAINT HANDLING
Revl-Pagel

15 15 mila ik ()

B2

Tammadndiugrannsnimilsadiacg ntmnﬂm{v\g'm
Tibnasgmemeifinraudodio (CSR-DPIM)
CS5R-DPIM Nelwork

~ GJS

&, Resolve of complalnt 5. d"l\ﬂun’l‘imﬂﬂﬂfam!ml

The rsponsibla person resoiva complaint as i{runnuhuaﬂﬂunumi'l.mfa-fan!uu am
per gxproval methed by persan & fam 4. snasmrl e aydiang i daesnia 4

. Follaw up pragress and 6. s T

VR Offcer has ta manitor implemeniztionand | HR  Cffiter  $indAamiuanamauiinas
effectiensss of related coective action(s) and ﬂsu&niuaunomﬁﬂnm\mm fndushrasuds

parties di afhzzes 4
» i has obstruction or ieffactivensss | o sniznAun i
~ backto operetions from Clause 3 — il tunsTmldasida 3

+  laction is completed with effectivensss — |« snmmsdwlumskadnadansslseingnn -
Iefem coenplalnant in writing and record wEagffaatmallunindnueldngg wazdudin
resultinko Complaint Record (F-HRO3-001) etpndly F-HROZ-001-Complaint Record

HR. OFter has to record al Compisint to F- HR  Oficer daativdnafadaeGoudauunasly
HRGF202 and report to Deparkment Manager - | F-HROI-002  uasywouaplda  Department
HR Btence & maonth, Manages -HR ouas Lnfa
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