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May 2, 1983

z : o(,ht! Grievance
Grievance

Committees in the Ministry of
Public Works and Highways.x - -

Pursuant to Section 35, Article VIII of Presidential Decree
No. 807, the following orders, rules, and regulations are hereby
issued/prescribed to cover the adjustment of complaints and griev-
ances of officers and employees in the First and Second levels
of the Career Service, in all offices of the Ministry of Public
Works and Highways.

1. PURPOSE

The grievance procedure is intended to help promote wholesome
and desirable employee relations in this Ministry and as much
as possible, prevent employee discontent and dissatisfaction.

2. DEFINITIONS

As used in this rules, the following terms shall have the
meaning indicated.

a. Complaint - means an employee's expressed feelings of
dissatisfaction with some aspects of his working
conditions, relationship or status which are outside his
control.

b. Grievance - is a complaint which has, in the first
instance and in the employee's opinion, been ignored,
overridden, or dropped without due consideration.

c. Grievance Procedure - refers to the method of de-
termining and finding the best way to remedy the
specific cause of the complaint or grievance.

3. SCOPE
The following are grievable under this grievance procedure.

a. Unsatisfactory wor~ing conditions;
b. Faulty tools or equipment;
c. Application of personnel policies, procedures, laws,

rules and regulations;
d. Arbitrary exercise of disc~etion;
e. Unfair or unjust performance rating.



f. Inter-personal relations;
g. Acts of reprisal against an employee for using

the grievance procedure;
'h •. lny and all matters giving rise to employee dis-

satisfaction arising from the day to day working
-relationship between employees or between emplo-

yee and supervisor.

The following are not grievable under the grievance
procedure:

a. ~ontents of personnel policies, procedures, laws,
rules and regulations;

b. Wages or salaries, position classification and
general employment benefits.

c. The methods, means and personnel by which work
activities are carried out;

d. Hiring, transfer, assignment and retention of
employees within the agency.

e. Termination, lay-off or suspension from duties
because of lack of work, reduction in force or
job abolition;

f. Disciplinary actions, including dismissals, de-
motions and suspensions.

4. GUIDING PRINCIPLES

Officers and employees of this Ministry shall have
the right to present their complaints and/orgriev-
ances to the management and to have such complaints

and/or grievances adjusted in accordance with these
rules, subject to the following principles:

a. The employee shall first discuss his problem in-
formally with his immediate supervisor before
considering the filing of a formal written com-
plaint.

b. An employee presenting a complaint or grievance
shall be assured freedom from coercion, discri-
mination or reprisal and of a speedy and impar-
tial adjustment of such complaint or grievance.

c. Complaints and/or grievances shall be settled
at the lowest possible level.

d. The grievance proceedings shall be kept as simple
as possible and shall not be bound by the techni-
cal rules of evidence. However, all reliable,
probative and substantial evidence presented
should be taken into account.
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e. The grievance proceedings shall be aimed at de-
termining what is right, not who is right. The
best interest of the serv~ce and of the employee
concerned shall be the ultimate consideration in
the adjustment of grievances.

f. A complaint or grievance shall be ccnciaerea not
only in rela~ion to its alleged object, but also
in relation to tne personal situation of the com-
plainant.

g. The right to appeal decisions on grievances in
accordance with the provisions of these rules
shall not be curtailed.

5. PROCEDURE
'rne procedure fer seeK~ng redress of complaints and
grievances snaIl be as fol~ows:

ST£F ONE
1. The employee must identify the complaint verbally

to the immediate supervisor (Section Chief) in an
informal meeting witnin 30 calenuar days after
tne event action which is the basis of the
com~laint.

2. The supervisor is required to give a v~rbal res-
ponse within ~hree work days folloWing the meeting.

In the oral discussion, the following shall
be ooserved:

a. The emnlolee shall be put at ease - ~very effort
shall be exerted to make the employee Who has
a complaint feel at ease Quring the oral dis-
cussion.

b. The emplolee shall be .encouraged to talk - The
employee snaIl be allo~ed to tell or explain
his siae during the or~l aiscussion.

c. Privacl in discussion - Oral discussion shall
be held in a quiet and secluded spot where ~he
conversation cannot be interruptea or overheard.
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d. The case shall be heara fully - The supervisor
shall seek to keep his views and opinions en-
tirely to himself until after the employee has
explained his side. Interruptions of any kind
shall be avoided except when a clarification
of certain points of ~he employee's com~laint
is neeaed.

e. Determination of F~ct. ~ ana ,~. involved -
The supervisor shall make a precise cieiermination
of ~he facts constitutin[ tha basis of the employee's
complaint and he shall discuss with the employee the
pertinent Laws, Rules allU ~e~ulations ana/ar Or~ers
which have bearing on the matter.

f. A aefinite closure shall be reached - At the e~d
of the aiscussion, the supervisor must Oe pre-
pared to state his position clearly, accura~ely,
and witho~t any attituQe of ill-feeling towards
the e~.ployee. He need not immediately give a de-
finite aecision, but it shall be r0nderLQ within
3 worK days from the prese ..tation of the complaint.

g. Exnlanation of the aecision - The sunervisor shall
explain his decision fully to the employee citing
the reasons for such decision and explaini ..g why
the same is for the best interest of tne employee,
the Gfrice and the Government as a whole.

h. ImDleffient~tionof decision - If the cocnl~i~an~
agrees or is sacisfieu with the decisio~ of nis/her
icmediate sUfervisor or does not submit the crievance
in writing within 3 work days after being informed
of tne uecision, the same shall become final ana
executory and shall be the responsibility of the
immediate supervisor ~ho ~s tne uecision to see
to it that the same is implemented.

i. Follow-uD and elimin6tion of notential cause of.grievance - It shall 08 t~e resDonsibility of the
compl~inant's immediate sUfervisor to maKe periodic
check-up and inspection or lollow-ur to see that
t~e situation or conditions contemrlateu in his
decision are carriea out anu maintaineu and that
potential cause of complaints are corrected or
eliminated. It shall be his duty to maintain
within his orcanization01 unit, an atxosphere
conducive tG ~he ~romocion of excellent ~orale.
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1. If the problem is not resolved, or the oral decision
is not 2ccectab18 to the emnloyee, ~e m~y submit his
i;-rievance in wr i ting (Grievance r'or-m L) wi tn i n ) work
uaJs follo~ing the supervisor's verbal response
through the immeaiate supervisor, wno shall forw~rti
tne grievance with his com2ent to the next higher
sunervisor wltnin ) wcrk days from receipt

1. ~here the object of the complaint or crievance is the
chief Oi the comDlainant's unit or section or an
employee or official of another se~tion in the same
division, th~n the ccm~laint or grievance may be
brought orally in the first in3tance, ana then in
writing, uirect to the Chief of Division. where the
ob.j ect of the comoLa in t or bTievance is the emp Loy se t s
(;hief of i.;ivision or the "[ersonnel of ano ths r i.;ivision,
"then the complaint or ~rievance may be bro ugh t ( in the
i'irst i:.stance, anu t he r; in -tiri t i ng to tn e n ex t o i re c t
level of' mana~eDent.

2. 'I'heseconu step supervisor is requ i r-eu to n.e et w i t n
the f:'1'ievantt/ithin 3 ·..vo rk U&;;'3 att er ro rm r; is
r-ece i v ec , He sha Ll give t r.e e:Tl;;lo,yeea w rit t en .res r.o n ae
within 3 work days folloWing the meeting.

1. If in the secona step a written resconse is not
acceptable tc the griev~nt, tne employee may inuicate
(or. :'crm ,t...) his/her Jf. sir e t c cClvance the eTievance
to the next hiLher sunervisor within 3 work cays
after receipt of the sClfcrvisor's reply.

2. The tbird step supervisor is requirea to meet with
the grievant within 5 work cays following receipt
of ?orm Ao Ee shall iive a written reply within
j work days after the meeting.

c;
.J
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NOTE: If during the course of the grievance procedure,
a question arises concerning whether an issue is
grievable, the appropriate Grievance Committee is
empowered to render a decision. If the Grievance
Committee finas tnat the issue is grievable, it will
be returned to the appropriate ~anagement step. If
it is not, all p~£ties will be aavised accor~iLgly.
The majority decision of the Grievance Committee on
whether an issue is grievable or non-grievable shall
be bindi~g ana final.

If a grievance proceeds through tne three
management ste}3 and is ~till not resolved, the
employee may eleva.te his grievance to the approprii:cte
Grievance Committee within 5 work days after receipt of
the third mana~ement step decision. Upon receipt of the
grievance, the Committee shall cond.uct a hearing, review
tne issues involved ana by maj ori ty vote, resolve the
grievance witnin 10 work days of t~e conclusion of the
hearing. The Grievance Committse will render its ~ecision
on ro rm 3.

If the employee is still not satisf~ed with the
uecision of tne Grievance Committee, he may appeal to tte
IVlinister/i'.ppointing "iU t norIty, w i tIJin 5 work oay s following
receiLt of the aecioion of the Grievance Committee. The
decision of the Minister/Appointing Autnority is final and
Dindin~ shall taKe effect i~mediately after receipt
thereof, by the grievant ana all rarties affected. ~he
Minister/APpointing Authority will renuer his decision on
Grievance c'or-m C, wi thin 15 work day s f oIi ow.ing receipt
of the 2.Dpeal.

The Committee shall be composed of three members:
The cnairman, one member apnointeti by management ana the
thira member, to be cnosen by the grievant. ~o One may
serve as member of Committee WhO has been directly involved
with tne grievance being heard.

The conuuct of Committee hearing snail be as follow:

a. l'he cbairc;F;.nsnaIl scheaule a; "C wi tnin a
r~asonable perioo folloWing receint of the grievance
auring office hours at a suitable time and place.
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b. All members of tne Committee shall be present
during the hearings ana all proceedings of the
Committee shall be in writing. For this purpose,
the Committee may avail of the services of
any stenographer(s) employea in this Ministry.

c. The grievant shall be given ample time for oral
exposition of his grievance. He/Jhe shall cite
management principles or sound personnel practioes
which have been violateu by inaction on his grievance,
causing detri~ent to his rights anu privileges or to
public in~erest as a whole, if correction is not maae
on the comj.Le.a nod aspect unc er any of the ",~Tievable
grounas provided.

d. The grievant snail not be permittea to awell on
aspects not covered by his grievance in writing.

e. The officer or employee affected by the 0
sha L'l be aLl.oweu by the commi ttee, ample chance
to present his side.

f. Both grievant and tne resDondent or any officer
and employee involved sna LI be aLicwec to sub-
mit eviaence or prese~t witnesses auring the
co~rnittee hearing.

go. In d.eter:rf1i1"Jinf~ the f'e.c t s , the Comm i t t e e s haLl,
no~ be bound by the technical rules on evidence.
Instead, it may avail itself of whatever available
means in me.king an Lnqu..i.ryinto the act uaI fact s
or conditions obtaining in the working situation.

h. The Grievance Committee shall render its uecision
within 10 work days of the conclusion of the hear-
ing. The facts found ana the re~sons for the
Commi ttee's ueci si on shall be set forth on .:"ormB.

7. RESF01~IEILITY OF ~:A6AGEM~NT

The attitudes, morale and proauctivity of
employees have a direct im~act on the effectiveness
of the organization. It is the responsibility of
management to make sure that correc~ive actions on
employee comDlain~s and grievances are timely and
applied consistently. Fa Lr-ne ss and objectivi ty
directed ,;;.tthe v Tattler than j.e rsona Lf ties
are essential to an effective Grievance trocedure.

6
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All written proceedings and records per~aining
to employee complaints anu i;rievance s~~L:,llte ~ept
by Lhe Ministry/Regional/District Personnel Cfficer.

Corollary to the estaLlishment cf" ~i:is ~rieval1ce
ProcedlA..x·e, tne r e a r e ber-t3c:;r c r e a t ec HClriev2Lce CO::l;;iit't(;ef)'~

Ln "the c i ffe r e n t Offi.ces c .... L.:.•is l\ili::'listr::r
, ~1~3 l'cllo\-,fs:

1. Assistant ~inister l"or LegaL
.l~ffairs

2. Cne official designateJ
by tIle ':\ssist2,nt i.iniciter
cone e LT,C d

3. One official/em;loyee chosen
by tne t.;r.iev[~nt

1. Assistant Director
2. Une offici~l desicnatea by

tt.e ~ivisi~~n Chief C~nGeL'neQ
3. One clficialjemployee chosen

[;'JT tne grievant

.,
v.

1. ssi st ant Pr0~~!f:'ctLa::-~aL~'er
~. Cne employee desii!lated by

tbe Unit ~hief CODcernea
3. One e~Dlcyee chosen by

t.h e ,;·ri8vant

.LJ. R:!iGIONAL Oi'l!'ICE
-"--_., .•...,~_ .•"'.<.,,_ ..•. -

1. Assistant i{e on~l 0irec~or
2. One official aesignate~ by

the ~ivision Chiel/~~uipment
~ngineer concerned

). One official/employee chosen
oy the g'rievant

Chairman

i:ember

;".emcer

l:emcer

- 8 h ai r-ma.n

;, emoer

ChairL2tn

l'fiember

Bu;ber



E. DISTRICT/CITY ENGI~~ERING OFFICE
1. Assistant District/City Engineer
2. One employee designated by the

Section Chief concerned
3. One employee chosen by the

grievant

- Chairman

- :Kember

- Member

10. EFJ?ECTIVITY
This Ministry

.• HIP~y!TO
'•. iste~



Grievance Form A
rtepublic of the Philippines

MINISTRY OF PUBLIC WORKS AND HIGHWAYS
(Office)

EMPLOYEE:
Name Position Division

NATUR~ OF GRIEVANCE -----------------------------

DATE GRIEVANCE OCCURED RELIEF REQUESTED _

MANAGEMENT STEPS STEP I EMPLOYEE-SUPERVISOR DATE SUBMITTED TO SUPERVISOR---
DATE OF VERBAL PRESENTATION TO SUPERVISOR DATE OF FIRST STEP MEETING----
SUPERVISOR'S FIRST STEP REPLY ------------------------

DATE SUPERVISOR'S SIGNATURE------------- -------------
1:1 Check this box if you wish to advance your grievance to the second step of

the grievance procedure.

STEP 2 EMPLOYEE-NEXT HIGHER LEVEL SUPERVISOR DATE SUBMITTED TO SECOND STEP-----
DATE OF SECOND STEP MEETING SUPERVISOR'S SECOND STEP REPLY------- ---

DATE SUPERVISOR'S SIGNATURE----------- --------------
1:1 Check this box if you wish to advance your grievance to the third step of the

grievance procedure.

STEP 3 EMPLOYEE-NEXT HIGHER LEVEL SUPERVISOR'S (SEE PROCEDURE) DATE FORWARDED
---- TO THIRD STEP

DATE OF THIRD STEP NEETING SUPERVISOR'S THIRD STEP REPLY---- --------

DATE SUPERVISOR'S SIGNATURE---------- ---------------
Check this box if the grievance has not been satisfactorily resolved and youwish to advance the grievance to the Grievance Committee.

Upon checking the above box, this Form must be submitted to the Grievance
Committee within 5 work days of receipt of the third step reply.



GHI.c;VANCEl"uHHB
GHI.LV ..~NC~ Cul-l~lITTr~~ Di~C16lUN

Grievant Agency/Office

Date

Flace of Hearing Date of Hearing

Committee ~embers

1. Committee Chairman

2. Agency ~el0ction

3. Grievant ~election

Issue :

-----------_._-----------_ .•. - - . --- - - ~. --- .- -- _.- - --, .... --- --
--------_._------------------- -----_.- - -------_.

Grievance Committee Decision:
------------ ..•.... - -- ---- - ---- ..- _ ..- ._- --- -- -- -- '. ---- _.- -- ---

---- ---_._----------

Reason for Committee Decision
---_._-_.__ ....•• - ----------

Committee Chairman Commit tee ~lember Commit tee i<lember

Commit tee to Reco r d the Vote 3 - u
2 - 1

NuT~ Committee Lho i r nun s la Ll. 1'1'< H£'L.i+ t h i«. (l(·cision to tne employees,
anu the .IJersonnel Office wi thin ten t 10) work days following con-
clusion of the hearing. 'I'he l'ersnnnel v f f i ce shall t r-an smi t copies
of this rlecLo;ion to appropriate supervisors w i thin three (3) work
days following receipt of the ~ecision.

/
I /

Check this box if the grievancp !las not been satisfactorily decided
and you w i su to appeal the iJecision 0 L' the lJrievance Committee to
the Nio ister/i'Lppo int ing Aut.hor i, t y , Upon cue cu Ing the above box , tiLLS
For-m must be submitted to t.ne ilinister/i1.ppointing Authority w i thin
five (5) work days from receipt of the Grievance Coumittee Decision.



GRIEVANCE FORM C
DECISION OF MINISTER/APPOINTING AUTHORITY

Grievant ------------------ Agency --------------
Issue --------------------------------------

Decision ------------------------------------

Reason for Decision ------------------------------

Date ----------------
Minister/Appointing Authority

Note: Minister/Appointing authority will transmit this decision to the Personnel
Office within fifteen (15) work days following receipt of the appeal.
The Personnel Office shall transmit copies of this decision to appropriate
supervisors within three (3) work days following receipt of the decision.
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