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 The process starts 

with the member of 

staff raising an issue 

concerning personal 

records (file). 

The issue is handled by the 

records officer who advices the 

officer to complain through a 

letter to the DHRM.  

 The letter is received at the 

DHRM reception and 

marked for necessary 

action. The letter is then 

returned to the registry unit 

as advised by the DHRM. 

The records officer then 

contacts the complainant and 

the problem is addressed. 


