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Njoro Takatifu Abbreviated Resettlement Action 

Plan  
Kenya Informal Settlements Improvement Project 
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MINUTES ON SEC SENSITIZATION AND BOUNDARY CONSENSUS MEETING HELD ON THE 

23RD OF FEBRUARY 2017, AT MAMA BEATRICE KIOKO’S PLACE, NJORO TAKATIFU 

Meeting/ project 

name  
Consultancy for Planning & Surveying in 8 counties, four clusters – Cluster II 

– Kilifi County 

Date of meeting  23RD  Feb 2017 Time  9.00 a.m. 

Meeting facilitator  Chairman   Location/

venue 

Mama Beatrice Kioko Njoro Takatifu  

Meeting objective  

SEC Sensitization and Boundary Delineation  

MEMBERS PRESENT 

CONSULTANT - CURP 1) Moses Kemboi 

2) Felix Swai 

3) Elizabeth Mutisya 

4) Lorna Mukiri 

5) Caroline Maina 

1) DAVID OMIDO 

SETTLEMENT EXECUTIVE 

COMMITTEE 

6) Dickson Gitonga               - SEC Chair 

7) Laukadia N. Muteke           -SEC Vice chair 

8) Julius Mwakweja                -Member and Village Manager 

9) Lucas Charo                       -Youth representative 

10) Beatrice M. Kioko              -Member 

11) Fridah Kipoto                     -Member 

12) Saumu Mwakavi                 -M.Y.W.O 

13) Edna I. Mulega                   -Religious Representative 

14) Peter Muthama                   -Representative. PWD 

COUNTY GOVERNMENT 

OFFICIALS 

Juma Mwamunga                    -Ward Administrator 

AGENDA ITEMS 

 
 Introduction  

 Opening remarks. 

 Sensitization of the Settlement Executive Committee 

members. 

 Deliberation on the logistics of the official launch of the 

project. 

 Boundary Verification. 

 Adjournment 

MIN 01/23/2017:  Introduction  

The meeting was called to order at 9:00 am by the sec committee chairman Dickson Gitonga who 

also opened up with a word of prayer. 

The sec chairman welcomed all the members present to the meeting gave the overview of the 

meeting and the aim of the project. this was followed by an introduction of the consultant team 

and sec representatives by their names and designations.  

the members present introduced themselves; this entailed the Njoro Takatifu sec committee 

members and the consultant team. 

MIN 02/23/2017: OPENING REMARKS. 

The sec chair hinted on the importance of all the sec committee members to take in well the details, as 

they would act as a bridge and or enlighten the community members. 

Mr. felix swai gave a briefing on the significance of the entire exercise at hand, the modalities involved and 

what role will be played by every stakeholder identified by kisip project. some of the roles played by the 

sec includes connecting the consultant with the community and sensitizing them about the project. He 

indicated that the main goal is tenure regularization and security done through Planning and surveying 
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Process. He further highlighted the importance of maximum co-operation from the community and hinted 

on the aspect of settling land related disputes outside the court, would speed the exercise. 

Mr. Kemboi inquired from the SEC committee if there existed any previous plans for the area and asked 

them also to bring to the consultant’s attention people or parcels with formal land ownership documents. 

this was important so as to ease and or dwell on parcels without formal ownership documents, and avoid a 

resurvey. 

MIN 03/23/2017 SENSITIZATION OF THE SETTLEMENT EXECUTIVE COMMITTEE. 
the SEC members were explained on the activities to be carried out on the ground. the sec members were 

explained to the activities to be carried out on the ground, i.e. structure numbering, enumeration of parcel 

owners for the socio-economic survey, visioning, plan making, plan presentation and verification of the list 

of beneficiaries.  

structure numbering, which would precede tentative zoning of the settlement to ensure all parcels are 

covered by the exercise. further, there would be a socio-economic survey which will involve enumeration 

and or capturing social-economic details of the parcel owners and identification of parcel owners. 

Therefore, the main role the SEC plays is to act as a bridge between community and the consultant. 

It also entails educating them further on the issues which arise at any point.  

 

MIN 04/23/2017: DELIBERATION ON THE LOGISTICS OF COMMENCEMENT OF 

ACTIVITIES  

It was unanimously agreed among the sec committee members and consultancy team that the 

exercise would kick off in the settlement as from 28th February, 2017. 

MIN 05/23/2017: BOUNDARY VERIFICATION. 

This involved verification of the informal settlement boundary which was carried out by the curp 

consultant team guided by the sec committee members and the ward administrator. 

the SEC committee and the ward administrator were taken through the boundary as demarcated 

by KISIP, and further asked to ascertain whether that matched their extents or covered the entire 

settlement. 

The SEC committee brought to the consultant’s attention existence of surveyed or adjudicated 

land parcels within the settlement boundary provided by the contract. this meant that section, had 

to be cut out form the picking exercise - these included Mwareni area and sections next to coast 

palace hotel. 

The SEC committee also brought forth a case where a private school, located within the settlement- 

bridge academy, had one of its section (ablution block), spill into Njoro ya Chini settlement and 

sought clarity; Mr. Kemboi responded to this by stating that a tentative boundary will be made so 

as to leave out the already surveyed parcels and work on the unsurveyed plots, which was agreed 

by the sec committee. 

A SEC sensitization and consensus meeting, held in Njoro Takatifu 
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The imagery representation shown above indicate the specific activities that took place, where; 

2- one of the sec member, mzee mwakweja showing the boundary extents defined by river njoro  

3- tracking boundary with the yuma2 gadget by all  

4- veryfying the boundary with guidance of the ward administrator and the sec members 

5- bridge international academy, which is said to have encroached into the land allocated to a proposed 

njoro primary sch. 

MIN 06/23/ 2017: ADJOURNMENT 

The meeting was adjourned at 12.45 pm there being no other business. Madam Laukadia Muteke adjourned 

the meeting with a word of prayer and members left at their own pleasure.  

 

MINUTES ON NJORO TAKATIFU PLAN PREPARATION VISIONING WORKSHOP DATED 

30TH MARCH, 2017 HELD AT NJORO TAKATIFU OPEN GROUNDS. 

Meeting/ project 

name  
Consultancy for Planning & Surveying in 8 counties, four clusters – Cluster II 

– Kilifi County 

Date of meeting  30TH MARCH, 2017 Time  900 a.m. 

Meeting facilitator  Dickson Gitonga Location/venue Njoro Takatifu Open Grounds. 

Meeting objective : Visioning process  

2 

5 
4 

3 
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MEMBERS PRESENT 

County Government Officials (County 

Government Officials) 

1) Rachael Umazi – Director Lands and survey. 

2) Jacinta Makau – Sub-county planner. 

3) Juma Mwamunga – Ward Administrator. 

4) Nicholas Msula Mwatia – Development Control Office 

Ministry Of Land And KISIP National  1) Faith Birir            -  Co-coordinator (KISIP) 

2) Diyad Adan Abdi -  Physical planner (Ministry of lands) 

3) Innocent Mukhale -   Physical planner (Ministry of lands) 

4) Edson Moreno Okindo -  Secretariat (KISIP) 

5) Martin Musembi    - KISIP official (ICT). 

CONSULTANT - CURP 1) Renson Kakucha Mbwagwa - Director (CURP) 

2) Kombo Mwero                     - Surveyor 

3) Dr. Benea Mutsotso              - Sociologist 

4) Charles Osengo                    - Physical planner 

5) Moses Kemboi                     - GIS expert 

6) Elizabeth Mutisya                - Physical planner 

7) Felix Swai                            - Physical planner 

8) Caroline Maina                    - Intern (Physical planner) 

9) David Omido                       - Intern (Physical planner) 

Settlement Executive Committee 15) Dickson Gitonga                  - SEC Chair 

16) Laukadia N. Muteke            -SEC Vice chair 

17) Isaiah Ngatara                       -Secretary 

18) Julius Mwakweja                  -Member and Village head 

19) Beatrice M. Kioko                -Member 

20) Fridah Kipoto                       -Member 

21) Halima Hassan                      -Member 

22) Saumu Mwakavi                   -M.Y.W.O 

23) Edna I. Mulega                      -Religious Representative 

24) Peter Munyao                        -Representative. PWD 

COMMUNITY MEMBERS 146 people in attendance. 

Min 01/30/2017: Introductions  
The meeting was opened with a word of prayer from Dickson Gitonga, who further took it on welcoming 

of the community, consultant, KISIP officials and other visiting officials. The meeting was called to order 

by the Ward Administrator Juma Mwamunga at 9.00 am. 

The meeting kicked off with registration of the members present in the meeting. This was done in the 

attendance list which captured the encompassed details; name of the attendants, organization/institution; 

phone number; email address and signature 

Area Chief 

The area Chief, Madam Beatrice Kombe introduced herself to the visiting officials and welcomed the 

community to the meeting. She further inquired form the community whether they were ready for the main 

agenda of the day, who in return gave approval and assured of their readiness. 

SEC 
The SEC Chair Dickson Gitonga, began by thanking, the community, consultant, The Ministry officials, 

and KISIP Officials to have found time to the meeting. He introduced the community and or settlement to 

the visiting stake holders. 

He further introduced the SEC committee to all the members, and asked them to identify themselves by 

their names to everyone in attendance. 

KISIP National Government 

The area Ward Administrator, called upon KISIP National Coordinator Faith Birir, to introduce her team 

to the members of the community and other stakeholders. 
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She gave each of the members - both of the KISIP Secretariat and the Planners from the Ministry of Land 

and Physical Planning, an opportunity to introduce themselves, stating the roles played in the entire Project. 

KISIP County Government  

The Ward Administrator Juma Mwamunga, who stood in for the director, Richard Aiyore, introduced all 

the members he came along with representing various departments from the County Government of Kilifi. 

He further, gave them an opportunity to introduce themselves to the community and what mandate they 

play, in ensuring KISIP Project becomes a success. 

Consultant 

The Director, CURP, Renson Kakucha Mbwagwa took it to introduce the consultancy team to the 

community and other stakeholders. He began by introducing them by names while giving a brief profile of 

each of the members. He further introduced to the community, Dr. Beneah Mutsotso, a Sociologist and the 

Surveyor, Kombo Mwero. 

MIN 02/30/2017: Opening Remarks. 

This entailed briefing all the members present on the roles of all the stakeholders involved in the KISIP 

project.  

SEC Chair 

SEC Chairperson Dickson Gitonga, acknowledged great work done by the consultant team and thanked his 

committee for their co-operation in the entire excess. He also applauded the committee for enlightening the 

community well, which made it easier to work effectively. 

Kilifi County Government 

The Ward Administrator Juma Mwamunga, who stood in for the director, Richard Aiyore, thanked the 

community of Njoro Takatifu for their co-operation and their urge to see the project a success.  

He reiterated on the more benefits that will come out of the exercise. Further he thanked the Consultant for 

displaying professionalism, and this even gave the community hope for a speedy process. 

KISIP National Government  

The KISIP coordinator, Faith Birir, stated began by applauding the various stakeholders and for their roles 

played, in the entire project- the SEC Committee, Consultant and KISIP coordinators, not forgetting the 

community being the major party.  

She proceeded by reiterating on the procedures and or stages that the project entails, up to arriving at issuing 

of formal land ownership (documents). This are summarized as follows; 

 Presentation of plan giving the existing situation as pertain parcel boundaries, 

 Preparation of a survey plan, which will be preceded by placement of beacons following the points 

taken during picking of boundaries at the primaries. 

 Forwarding of the survey plan to the Director of Survey, Kenya, who will approve and RIMs produced, 

showing the specific amendments. 

 After all those pre-requisites are attained, the KISIP National Coordinator can have a basis of writing 

to the National Land Commission (NLC), requesting for the processing of Land Allotment documents, 

before the Formal land ownership documents can be made. 

Consultancy team  

The director (CURP), Mr. Renson Kakucha Mbwagwa, began by thanking his team who have been on the 

field, and having been able to capture the existing situations, which implied a step forward.  

As pertain Njoro Takatifu settlement, he gave a quick recap of what role the consultancy bears, to seeing 

KISIP Project deliverables are attained. 

The consultant assured the community of a forthcoming List of Beneficiaries which will be generated, 

alongside the plan during the plan presentation stage, in due period. 
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MIN 03/30/2017: Visioning Activities 

This session was led by Plan. Charles Osengo who guided the community on what approach will be used. 

He explained to the community briefly on what a vision is and why its significance or need in the planning 

process. He further gave the thematic sectors that will be applied, to make components or act as entry points 

into arriving at a collective vision statement agreeable to guide planning for the people of Njoro Takatifu. 

These sectors were; 

i. Local economy- commercial activities, informal businesses, employment, tourism, transportation, 

and industries 

ii. Community facilities/social infrastructure - education facilities, health facilities and their 

distribution, fire station, recreation and open spaces, security, stadia and cemetery/cremation. 

iii. Transport - Access, circulation network, condition/status of roads, connectivity, NMT, Railway, 

Parking and persons’ movement. 

iv. Physical infrastructure - storm water drainage, sewage, water supply, solid waste disposal, street 

lights. 

v. Environment - pollution (air, water, noise), vegetation, waste (illegal dumping, litter), industries, 

tree cover 

The village had a mandate of raising the challenges they face, tentative solutions and opportunities within 

their settlements that would then create a vision, guided by the thematic sectors provided. Below are the 

findings of the proceedings from the thematic sectors: 

Thematic sector Challenges Solutions  Opportunities 

Transport -Narrow roads 

-No dedicated major 

road within the 

settlement 

-Expand the existing main 

road 

-Tarmacking of narrow 

roads 

-Street lighting along the 

roads 

-The solid waste can be 

used for wealth and or job 

creation  

-Njoro River can be 

revitalized and come out 

as a recreational space us- 

river park 

-Improved and accessible 

roads will open up the 

Community 

facilities/Social 

Infrastructure 

-Grabbing of land 

allocated 

-Inadequate land to 

establish more facilities 

-Putting up of more 

facilities 

 

1 

2 

KISIP National Coordinator, Faith 

Birir, reiterating on the procedures and 

or stages that the KISIP project entails, 

in pursuing formal land ownership 

(documents). 
Director, CURP, Renson Kakucha 

Mbwagwa briefing Njoro Takatifu 

settlement on the deliverables to come 

from the consultant. 

 
Ward Administrator, Juma Mwamunga, 

who stood in for Director, Richard 

Aiyore to state on mandate of County in 

facilitating the project 

3

6 
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Physical 

infrastructure 

-Lack of a sewer 

system 

-Inadequate access to 

public water supply 

-Flooding during rainy 

seasons 

-Integrate the existing road 

reserves with utilities like 

sewerage system 

-Enforcement of building 

lines and setbacks, to 

maintain the road reserves 

-The need for wider pipes 

for adequate supply of 

water to the area 

economy of the settlement 

and sub-county at large 

-Improved and accessible 

roads and security of 

tenure will promote 

ascension of land values 

 

 

Environment -Poor solid waste 

management 

-Lack of public 

disposal site 

-Over-populated 

settlement 

-Set up a public waste 

disposal site 

-Avail more open spaces 

 

    

 

 

 
Plan. Charles. Osengo leading the settlement through the vision making exercise, by the thematic 

sectors approach. 

Mama Halima, one of the community member, raising a concern on roads 

Mzee Mweke, a community member, giving remedies for solid and liquid waste disposal, where he 

alluded to polluter pay principle and that the settlement should borrow best practices, from a similar 

settlement inn Moshi Tanzania, called Njoro. 

Flip boards that were being used to note down the various issues brought forth concerning different 

thematic sectors. 

The SEC Vice chair noting down the issues raised, pertaining physical infrastructure of Njoro 

Takatifu 

Coining of the Vision, from issues made out of the thematic sectors 

Presentation of the vision statement by the SEC Chairperson, Dickson Gitonga to the people of Njoro 

Takatifu 

Further suggestions 

 The people of Njoro Takatifu anticipate for a planned settlement with well-organized housing units 

 Accessible roads and other infrastructure to be given priority 

 Sufficient street lighting to enhance vibrancy 

Photo Gallery 
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 The streets should be identified and in fact naming them. 

MIN 04/30/2017: Coining of the Vision 

This exercise was collectively done by the consultant team- Plan. Charles Osengo, Dr. Benea Mutsotso, 

select SEC representatives, KISIP national representatives- Planners Adan Abdi and Innocent Mukhale, 

integrated the sub-statements from the five thematic sectors scaled on a timeframe. This was deliberated 

from issues emerging out of the thematic sector proceedings and integrated by a number of guiding pillars 

or components including;  

 Infrastructure 

 Security 

 Environment 

 Economy 

The Vision statement made as read by the SEC Vice chair, Madam Laukadia was; 

“A safe, secure, cohesive and accessible community in a clean and green environment for all by 

2027.” 

MIN 05/30/2017: Plenary session 

The plenary session was opened by the ward administrator Mr. Juma Mwamunga. Below are the concerns 

raised and the responses to each: - 

No. Raised concerns Response 

The question of how those who 

were left out will be catered for? 

The Director CURP, Renson Kakucha Mbwagwa – they 

would be considered, before the verification process, upon 

ascertaining ownership.  

How those with court cases over 

disputed parcels will be catered 

for  

The Director CURP, Renson Kakucha Mbwagwa – such 

parcels will be considered only when the matters are settled, 

but at the moment, the exact parcel boundaries have been 

picked as on ground, but marked disputed. 
 

MIN 06 /30/ 2017: Adjournment 

A vote of thanks was given by Madam Laukadia, who acknowledged the visiting officials- KISIP National 

Government, KISIP County, SEC and residents who attendant, which implied the urge to working through 

the project together successfully.  

She also reiterated on the benefits that will come with the project to the people of Njoro Takatifu.  

There being no other business meeting was adjourned at 1.00 pm by a word of prayer from one of the SEC 

members. Refreshments were served and people left at their own pleasure. 
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MINUTES ON KISIP (KENYA INFORMAL SETTLEMENT IMPROVEMENT PROJECT) 

NJORO TAKATIFU INFORMAL SETTLEMENT PLAN PRESENTATION WORKSHOP 

Meeting/ project 

name  
Consultancy for Planning & Surveying in 8 counties, four clusters – Cluster II 

– Kilifi County 

Date of meeting  25th May 2017 Time  9.30 a.m. 

Meeting facilitator  Juma Mwamunga Location/

venue 

My Dear Garden Social Hall 

Meeting objective  

Plan Presentation  

KISIP NATIONAL 

GOVERNMENT 

Faith Birir Surveyor 

Celestine Wanjala Physical Planner 

Edson Moreno Secretariat 

Catherine Njenga  

KILIFI COUNTY GOVERNMENT   

Juma Mwamunga Mariakani Ward Administrator 

Joyce Kombe Area chief 

SEC MEMBERS   

 Dickson Mwakweja Chairperson 

Laukadia Muteke Vice Chairperson 

D K Kimani Secretary 

Alice Ngolo Member 

Beatrice Kioko Member 

Fridah Mbithe Kipoto Member 

THE CONSULTANT   

   

Mr. Kombo Mwero surveyor 

Moses Kemboi GIS expert 

Felix Swai Physical Planner 

Logedi Lusala  Physical Planner 

Elizabeth Mutisya Physical Planner 

THE COMMUNITY   

 Signed attendance List attached (101) 

Absent with Apology Mr. Renson Kakucha 

Mbwagwa  

Director CURP 

 

Richard Ayore KISIP County Coodinator 

Agenda Items; 
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I. Introductions 

II. Opening Remarks 

III. Plan Presentation 

IV. Approval of the Plan by the Community 

V. Plenary Session 

VI. Closing Remarks 

VII. AOB 

MIN 01: OPENING REMARKS 

The meeting was called to order at 9:30 a.m. and opened with a word of prayer by Dickson Gitonga, 

the chairman of the Settlement.  

Settlement Executive Committee 

The introduction of the stakeholders Present for the plan presentation workshop for Tabora Informal 

Settlement started with the Settlement’s executive committee chairperson, Mr. Dickson Gitonga 

introducing the SEC members. He welcomed the visitors from Kilifi County, KISIP National, the 

consultant and the community members for the plan presentation workshop.  

KISIP Kilifi County Government 

The Ward administrator Mr. Juma Mwamunga together with the area chief represented the County 

Government of Kilifi.  The KISIP County Coordinator Mr. Richard Ayore was absent with apology.  

KISIP National Government 

Madam Faith Birir from National KISIP introduced the team from KISIP National.  In attendance 

was Celestine Wanjala who is a Physical Planner, Edson Moreno and Catherine Njenga.  

The Consultant 

The Director CURP, Mr. Renson Mbwagwa was also absent with apology. On his behalf, the 

Surveyor Mr. Kombo Mwero introduced the consultancy team. In attendance was Planners Felix 

Swai, Elizabeth Mutisya, Logedi Lusala and GIS Expert Moses Kemboi.  

Other stakeholders 

The community members of Tabora Settlement were also present and they were introduced by the 

SEC chair by a show of hands. 

MIN 02: OPENING REMARKS 

The opening remarks were given by the Consultant Mr. Kombo Mwero who gave a brief elucidation 

of the agenda of the day which was plan presentation.  He acknowledged the support that the 

Community had given throughout the process involved in undertaking the project. He urged the 

community to be keen during the plan presentation and raise any issues of concern since the plan 

belonged to them. 

MIN 03: PLAN PRESENTATION  

The consultant indicated different intervention used in preparation of the plan which was informed 

by the visioning process and synthesis of socioeconomic analysis report. The consultant indicated 

that the plan prepared would resolve most of the challenges raised by the community, when they 

are implemented. that the plan prepared had provided to the challenges raised during the data 

collection period. It was indicated that the plan was within the legal framework, Physical Planning 

Act and the constitution of Kenya among others.  

The Planner indicated that the community will need to seek for approvals from the planning office 

in order to carry out any development. It was also indicated that the plan would affect a number of 

structures which will be established after survey.  

 

    
 

Presentation of the Njoro Takatifu LPDP to the community 
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The plan was informed by; 

I. The picked land parcels and structures as the situation on the ground. 

II. Existing Town plan-MARIAKANI DP 1986 

III. Socio-economic survey 

IV. Visioning workshops 

 

Some of the Major Proposals in the plan; 

I. A dumping site 

II. Proposed roads 

III. Riparian reserve along the seasonal Njoro Takatifu River 

IV. Waste collection points along the proposed roads 

V. An ECDE center in the settlement 

VI. A social hall 

 

MIN 04: PLENARY SESSION 

The plenary session was mainly on the arising issues from the plan that was presented to the 

community. The table below gives a summary of the questions that arose from the community and 

their responses; 

 Questions Responses 

1.  The Criteria that the Consultant had 

applied in providing in some areas of the 

settlement access roads of 6 meters while 

in others 9 metres 

The Director CURP Mr. Renson Mbwagwa 

responded by informing the community that 

physical planning standards do not allow for 

access roads less than 9 meters but because 

already people had built and introducing 9 

metre roads would cause a lot of damage 

which would not be striving to achieve the 

KISIP Objective, hence the 6 meter roads.   

2. Persons living on the railway reserve 

affected were concerned if they would be 

facilitated 

The response was yes, they would be included 

in the RAP process if they fall within the 

boundary of the settlement 

3. How would facilitation be undertaken for 

the affected persons 

During the RAP process valuation would be 

done to determine the facilitation amounts. 

These will then be paid in cash after 

verification by KISIP 

4. The community was also concerned on 

when the implementation of the project 

would be undertaken 

An assurance was given by the KISIP National 

that implementation would start as soon as the 

RAP process is completed and survey is 

already done 
 

MIN 05: APPROVAL OF THE LPDP 
The Community approved the plan by a show of hands.  

The Community grinding their plan 

DISCLO
SURE C

OPY



 

127 
 

  
 

Min 07:CUT-OFF DATE  

The community was however informed that NO ONE is allowed to undertake any kind of 

development in the picked parcels until the project ends. This 25th May, 2017 was indicated as the 

cut-off date and through the help of SEC and County everyone should adhere to it. The community 

agreed on the cut-off. 

Min 08: VERIFICATION OF THE LIST OF BENEFICIARIES 

After the community approved the draft plan, they verified their credentials in the list of beneficiaries. 

(Name, Identity Number) and gave comments concerning their plots and thereafter they signed 

against their details. 

 
MIN 9: ADJOURNMENT 
The SEC Chairman Mr. Salim Omar Salim gave the closing remarks where he showed gratitude to 

the consultant for preparing a good plan for the community. He closed the meeting with a word of 

prayer and the meeting was adjourned at 5:00 p.m. 
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Annex G– Grievance Redress Form 

ARAP GRIEVANCE REDRESS FORM ARAP Reference Number:  

Full Name:  

Contact Information  

Please mark how you wish to be contacted  

(mail, telephone, e-mail)  

Address:  

Telephone: -

_________________________________  

Email_______________________________  

Preferred Language for Communication 

(Please mark how you wish to be contacted)  

English  

Kiswahili  

National Identity Number  I.D. No  

Description of Incident or Grievance:  

What happened? Where did it happen?  

Who did it happen to?  

What is the result of the problem?  

Date of Incident/ Grievance:  

One-time incident/ grievance(date___________)  

Happened more than once (How many times__________)  

Ongoing (Currently experiencing problem___________)  

What would you like see happen to solve the problem?  
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