
[1] The Management Team comprises: the Director, General Manager, Head of Research and Health 
and Safety, Director of Public Relations and Development.  

 
GENERAL COMPLAINTS 

 
 
SECTION 1: DEFINING GENERAL COMPLAINTS 
 
This procedure is for matters unrelated to sexual harassment. 
 
1.1 Harassment in the workplace 

 
Harassment means any verbal, written or any conduct that is reasonably deemed 
to be threatening, unwelcome, inappropriate, or offensive including reference to 
someone’s race or ethnicity, skin colour, religion, sex or gender, place of origin, 
ancestry, culture, age, mental or physical disability. 

 
SECTION 2:  MAKING A COMPLAINT 
 
2.1 Depending on the complainant’s need for immediate action, or if access to email 

is problematic, the complainant may raise their complaint verbally by approaching 
a member of Danau Girang Field Centre (DGFC) staff prior to submitting the 
required complaints form. 

 
2.2 If the complaint was received verbally, the DGFC member of staff involved will 

immediately inform a member of the Management Team[1] for action. 
 
2.3 Should it be deemed necessary; the Director may decide to relocate or suspend the 

person or persons involved until the outcome is determined. 
 
2.4 If the complaint directly implicates the Director, the complaint may follow the 

procedures of their respective institution or if the complaint directly implicates any 
of the Management Team, that implicated person will be barred from taken part in 
the investigation and denied access to any records pertaining to the complaint. 

 
2.5 The Director, in consultation with the Management Team shall, based on the nature 

of the complaint, determine whether to initiate an internal investigation. 
 
2.6 An internal investigation shall be conducted according to the procedure outlined 

below. 
 

OR 
 

If no internal investigation is deemed necessary, the Director shall meet with and 
inform the complainant.



 

 
2.7 Complaints involving internal parties the Director shall appoint a member of the 

Management Team to act as the Investigating Officer. 
 
2.8 Complaints involving external parties the Director may, at their discretion, also 

engage with the external party’s organisation directly and/or based on the nature 
of the complaint, appoint an independent third-party to lead or assist with the 
investigation. 

 
SECTION 3: THE PROCESS 
 
3.1 The Investigating Officer will be responsible for administrating the complaints 

procedure and shall be responsible for but not limited to undertaking the following. 
 

• Liaise with the complainant as soon as is reasonably possible. 
• If required, provide the necessary facilities for the complainant to submit a 

formal, written statement. Please note that this formal statement can be 
completed in either Malay or English and must be submitted to 
safeguarding@danaugirang.com.my 

• Provide an opportunity for the respondent to reply to the complaint. 
• Interview other parties or witnesses as relevant to the complaint. 
• Collect evidence (e.g., statements, photos, emails, social media posts, etc.) 

relevant to the complaint. 
• Visit the site where the incident took place. 
• Ensuring that the Director, and members of the Management Team are fully 

briefed on the progress of the investigation. 
 

SECTION 4:  DISCIPLINARY ACTIONS AND CORRECTIVE MEASURES 
 
On completion of the investigation, the Director and Management Team will ultimately 
decide what appropriate action shall be taken including sanctions and/or disciplinary 
measures proportionate to the incident. These may include but are not limited to: 
 

a) Written warning 
b) Suspension (without pay) 
c) Dismissal 

 
SECTION 5:  PROTECTIVE MEASURES 
 
5.1 All complaints shall be treated as having been made in good faith. 
 
5.2 DGFC prohibits any retaliation, directly or indirectly as a consequence of having 

made a complaint towards any person who raises concerns or reports misconduct. 
 
5.3 In such cases, the Director shall, following investigation, impose disciplinary 

actions against any employee or associate who retaliates or threatens retaliation 
against any person who has raised concerns or reported misconduct. 

mailto:safeguarding@danaugirang.com.my


 

 
5.4 Any person who has made allegations that are found to be knowingly false, made 

maliciously or with vexatious intent shall be subject to disciplinary action, up to and 
including termination of employment or, if an individual is not an employee of 
DGFC, immediate termination of engagement with DGFC. 

 
5.5 DGFC retains the right to seek recourse against cases of malicious or vexatious 

behaviour through legal or internal disciplinary procedures. 
 
SECTION 6: APPEALS 
 
6.1 Should any party wish to contest the handling and/or outcome of the internal 

investigation they may contact: 
Labour Department (Sabah) (Jabatan Tenaga Kerja Sabah) 
Address: Tingkat 4, Blok E, Bangunan KWSP, Peti Surat 14557, 88852 Kota 
Kinabalu, Sabah Telephone: +6088-23 8755 or Fax +6088-24 2445 
Email at jbkknblu@mohr.gov.my. 
For more information, please visit http://jtksbh.mohr.gov.my/ 
 
Or a relevant authority. 
 

6.2 In such cases, DGFC shall be represented by the Director who may also refer to 
an appropriate legal authority. 

 

SUBMIT A COMPLAINT 

The DGFC Management Team or the relevant legal authority will fully investigate general 
complaints, and individuals must submit an online form for the process to begin. 

mailto:jbkknblu@mohr.gov.my
http://jtksbh.mohr.gov.my/
https://www.danaugirang.com.my/complaint-form-general-complaints/

