NOTIFY

your supervisor of the potential 5
resolution. Resolving conflicts is a high priority for
everyone in the division. Know when to seek help.
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IMPLEMENT 6

the solution in a timely fashion. This will likely require
a meeting to ensure the solution is a real one.
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CLOSE THE COMPLAINT

or concern and log the date of 7
completion and resolution details.

FOLLOW UP

with the person who brought the complaint to
pro-actively ask if the solution continues to
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be effective. Track the follow up and its
outcome on the log.
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