. May 2, 1983

_ SUBSECT s Beteblisheer® ST the Grievanc
rievance
Committees in the Ministry of
Public Works and Highways.

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.

DEFINITIONS

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

2. 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,

SCOPE

The following are grievable under this grievance procedure.

2. Unsatisfactory working conditions;

b. Faulty tools or equipment;

c. Application of personnel policies, procedures, laws,
rules and regulations;

d. Arbitrary exercise of discretion;

e. Unfair or unjust performance rating.
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f. Inter-personal relations;
8+ Acts of reprisal against an employee for using

the grievance procedure;

it 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 supervisors

The following are not grievable under the grievance

procedure:

a8, CLontents 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.

GUIDING PRINCIPLES

Officers and employees of this Ministry shall have
the right to present their complaints and/or griev-
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.

de 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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The grievance proceedings shall be aimed at de-
termining what is right, not who is right. The
best interest of the service and of the employee
concerned shall be the ultimate consideration in
the adjustment of grievances.

4 complaint or grievance shall be ccncoidered not

only in relation tc its alieged object, but alsc

in relation to tne perscnal situation of the com=
plainant.

The right to appeal decisions on grievances in
accordance with the provisions of these rules

shall not be curtailed.

PROCELURE

The procedure fcor seeking redress of complzints and
grievances snall be as foliowss

SToF CONE

1. The employee must identify the complaint verbally
to the immediate supervisor (Section Chief) in an
informal meeting within 30 calenuar days after
tne event »v action which is the basis of the
comuiaint,

2. The supervisor is reguired to give a verbal res-
ronse within three work days following the meeting.

In the oral discussion, tre f{oliowing shall
be coserved:

2. The emvloyee shall be put at ease = Zvery eifort
shall be exerted to make the employee whc has
a complaint feel at ezse acuriug the oral dis-
CusSsion.

b, The emrloyee shall te encouraged to tzlk - The
employee snall be allowed to tell cor explain
his sicve auring the or.l1 discussicn,.

ce. rrivacy in discussion - Oral discussion shall
be hela in a quiet and secluded srot where the
conversation cannot be irnterrupteu or overheard.
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The case shall be heard fully - The suypervisor
shall seek to keep his views and opinions en-
tirely to himself until after the employee has
explained his side., Interruptions of any kind
shalli be avcided except when a clarification
ol certain points of the emrloyee's comvlaint
is neeaed,

Determinaticn of Facts, ..w ana 2. .- involved -

The supervisor shall make a precise aetermination
¢f zThe facts censtituting the

CONDLalPt ana ne gn ll dl c h the emvloyee the
ions ana/or Oruers

wnlch nave oear1n5 on the matter.

A aqelinite closure shall be reached = At the ernd

of the discussion, the swugtervisor must ve pre-
vared tc state his pesition clearly, accurately,
and withogt any attituce of ill-feeling towards

the enployee., He need not immediately give a de-
finite aecision, but it shall be renderco witnin

5 work aays from the prese..tation of ihe complaint.

Exvlanation of the decision - The suvervisor shell

exvlain his aecision fully tc the emplcyee citing
trie reasons lor such decision and explaini g why
the same 1s 1or the bpest interest of tune employee,
the O1lice anu the Government as a whole.

Impliementation of decision - If the comvlainant

agrees or is satisfiea with the decision of nis/her

immediate sugerviscr or does not submit the wrievance

in writing withirn % work days after veing infcrmed
of the uecision, the same shall beceome final and
executcry and shall be the responsibility of the
immediate supervisor dho ~ives tne uecision to see
to it that the same is imp lementea.

Follow-ur and eiiminsztiion of potential cause of
grievance - It shall uve the responsidility of the
compleinant's immediate surervisor to maxe periodic
check-ur and insnection or rollow-ur 1o see that
the situation or conaitions contemrlatea in hiQ
decision are carriec out anu maintainea and tha
pctential cause ¢ compiaints are corrected or
eliminated. It shall be his duty to muintain
within nig orpganizaticnel unit, an atmnospnere
conducive to thie promoticn cf excellent moraie.

s of tne emvloyee's



STEF TWO
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If the problem is not resolved, or the oral decicion
is not zccertadble to the emnioyee, rne may submit his
srievance in writing (Grievunce rorm L) witnin 3 work
cays fellowing the supervisor's verbal resuonse
tnrough tne immeiiate supervisor, wnc shall forward
trie grievance with hic comment to the next nigher
surervisor within 5 wocrk days from receipt v .o»- ¢,

wWhere thne otject of the complaint or grievance is the
chief ci tne comvlainant's unit or section or an
employee or official of another section in the same
aivision, then the ccmplaint or grievance may bpe
brought crzlly in the Iirst instance, and then in
writing, cirect to the Chief or Uivision. “here the
obiect of the comulaint or grievance is the employee's
Chiel of Zivision or the personnel of another Livicion

then the complaint or ;rleVance may be brougnt ¢r: v o irn

Iirst irstance, and then in writing to the nexi cirect
level of manacement.
The seconu siep supervisor is reguirea to meet witn
the grievant within % work cays aiter form 4 is
receivea, He snsll give tue emvployee a wrilten resvornse
within 3 workx days i{ollowing the meeting,

2
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If' in the seconu step a written restonse is not
accertadle to¢ the grieveut, tae employee may inuicate

7 . ,.\,A . .
{on Zerm &) his/her ;&s;re 12 e«uvance the grievance
tc the next hi:her Supervisor within wWoTrk aays

. o
after receipt of the suvcrvisor's repiy.

'he third step supervisor is equirea to meet with
the grievant within 3 work deys following receipt
of Horm A, Fe shall sive a wrltten reply within

5 work days af'ter the meeting,



NOTE: If during the course of the grievance procedure,

SLuk
Pantieben

a question arises concerning whether arn issus is
grievable, the aprropriate Grievance Committee is
empowered to render a decision. If the Grievarnce
Committee finds that the issue is grievabie, it will
be returned to the aperopriate management stev., If
it is not, all parties will be adavised accoruirgly.
The majority decision of the Grievance Committee on
wnetner an issue is grievable or non-grievable shall
be binding and final.

FCOR
If a grievance proceeds tnrough the three

menagement sters and is otill no* resclved, the
enployee may elevate his grievance tc the arprorrizte
Grievance Committee within > work days after receipt of
tne third mena.ement step decision. Uvon receipt of the
grievance, the Committee shall cornduct a hearing, review
trie issues involved and by majority vote, resoive the
grievance witnin 10 work days of the ccnclusion of the
hearing. The Grievance Committee will render its cecision
on rorm 3,

21 E

I the employee is still not satisf ed with the
decision of tne Grievance Commnittee, he may arreai to the
Minister/ﬂppointing autnority, witnin 5 work days following
receipt of the decision of trne Grievance Committee. The
aecision of the Ninister/&ppointing suthority is final and
ninagine shall take effect immediately after receivt
thereof, by the grievant and all rarties afiected. "'he
Minister/sppointing Authority will render his decision on
Grievance rcorm C, within 15 work days foliowing receipt
of' the zonveal,

Mg ST TN A L S T RS T L
Uiy GRIZVAECL CUMNITTS

The Committee shall be composed of three members:

I'he cnairman, one member aprointea by managementi anu the
thira member, to be cnosen by the grievant. No crne may
serve as memter of Committee who has been directly involved
witn tne grievance being heard.

lhe conauct of Committee hearins shall bte as follcow:
<
a. The chairman shall schedule aiviring witnin e

roasonable perioa following receirvt of the grievance
during office hours &t a suitavle time and nlace.,
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All members of tne Committee shall be vresent
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 Hinistry.

The grievant shall be given ample time tor oral
exposition of his grievance. He/she shall cite
management vrinciples or scund personnel practiges
which have teen violateu by inaction on his grievance,
causing detriment to his rights anc privilezes or tc
public interest as o whole, if correcticn is rnot mace
on the comilained aspect uucer any of the zrievable
greunus provided,

The grievant snall not bte permitted tc dwell on
asvects not covered by his grievance in writing.

The officer or emgployee
nall be allowed by the
tc vresent nis side.

soth grievant and the res
and emrloyee involved sns
mit evidence or rresent w
committee hearing.

1 be alicwea to sub-
tnesses wuring the

In cetermining the fects, the Committee shall

nct ve bouna by the tecnnical rules on evidence.
Instead, it may avail itseif of whatever available
meens in naeking an inguiry into the zctual facts
or conditicns optaining in the working situation.

The Grievance Committee shall rencer its decision
within 10 work days of the conclusion of the hear-
ing. The facts found and the rewsong fcr the

Committee's decision shall be set forth on *orm B.

The attitudes, morzle and productivity of
employees have a direct imvact on the efrectiveness
of the crganization. It is the responsibility of
management 1o make sure that corrective acticrs on
employee complaints and grievances are timely and
aprlied cousistently. Hfairress and cbjectivity
girected 2t the violatviasns rataer than personalities
are essential to an effective Grievance bFrocedure.
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the sivision Chiet/zguipment

mnglineexr concerned - Member
5. Cne official/employee cuosen

oy the grlievant - lrember




10.

DISTRICT/CITY ENGINEERING OFFICE

1. Assistant District/City Engineer - Chairm
2. One employee designated by the

Section Chief concerned - Member
3., One employee chosen by the

grievant - Member
EFFECTIVITY

This Ministry Order shall take effect

an




Grievance Form A

depublic of the Philippines
MINISTRY OF PUBLIC WORKS AND HIGHWAYS

(Office)

EMPLOYEE:

Name Position Division
NATURE 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 STEFP MEETING
SUPERVISOR'S FIRST STEP REPLY
DATE SUPERVISOR'S SIGNATURE

/~7 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 SUPERVISCR'S SIGNATURE

z / 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 MEETING SUPERVISOR'S THIRD STEP REPLY

DATE SUPERVISOR'S SIGNATURE

Z:7 Check this box if the grievance has not been satisfactorily resolved and you
wish 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.



GRISVANCE FURM B
GRIEVANCE COMMITTELE DECISION

Grievant Agency/Uffice
Date
rlace of Hearing Date of Hearing

Committee bembers :

1. Committee Chairman

2. Agency uelection

3., LGrievant selection

Issue :

urievance Committee Decision :

Reason for Committee Decision @

Committee Chairman Comnittee rember Committee HMember
Committee to Record the Vote : 3 = U
2 -1
NUTE : Committee Chairman shall trenswit this decision to the employees,
and the Personnel Uffice within ten (l0) work days following con-
clusion of the hearing. The lersonnel Uffice shall transmit copies

of this decision to appropriate supervisors within three (3) work

days following receipt of the decision.

——— Check this box if the grievance lLias not been satisfactorily decided
£ [ and you wish to appeal the Uecision ol the Grievance Committee to
the Minister/Appointing Authority. Upon checiiing the above box,this
Form wmust be submitted to tue fiinister/appointing Authority within
five (5) work days from receipt of the Grievance Coumittee Uecision.



GRIEVANCE FORM C oY
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.,

s
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