[Company Logo]   [Company Name]
WORKPLACE COMPLAINT REGISTER
	Establishment:
	[Company Name], [Work Location]

	Register Year:
	[Year]

	Maintained by:
	[HR Name]



	Sr. No.
	Date Received
	Mode
	Complainant Code
	Department
	Category
	Forwarded To
	Acknowledged On
	Closed On
	Outcome
	Initials

	[Number]
	[DD/MM/YYYY]
	[Form / Email / Box / In person]
	[Code]
	[Department]
	[Pay / Conditions / Conduct / Other]
	[HR / Admin / Safety]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Resolved / Not upheld / Withdrawn]
	[Initials]

	[Number]
	[DD/MM/YYYY]
	[Mode]
	[Code]
	[Department]
	[Category]
	[Forwarded To]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Outcome]
	[Initials]

	[Number]
	[DD/MM/YYYY]
	[Mode]
	[Code]
	[Department]
	Sexual harassment
	Referred to Internal Committee
	[DD/MM/YYYY]
	As per IC
	As per IC
	[Initials]

	[Number]
	[DD/MM/YYYY]
	[Mode]
	[Code]
	[Department]
	[Category]
	[Forwarded To]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Outcome]
	[Initials]



Instructions
1. Enter every complaint on the day of receipt, in serial order.
1. Use the complainant code only; the code key is kept separately by HR.
1. Do not write allegation details in this register.
1. Corrections must be struck through and initialled, not erased.
1. This register is confidential and must be kept under lock or restricted access.
Monthly Verification
	Month
	Entries
	Open
	Verified By
	Date

	[Month]
	[Number]
	[Number]
	[HR Head]
	[DD/MM/YYYY]

	[Month]
	[Number]
	[Number]
	[HR Head]
	[DD/MM/YYYY]
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