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DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS
OFFICE OF THE SECRETARY
MANILA

1% December 1989

DEFARTMENT ORDER ) SUBRJECT: Reinstallation of Grievance
Machinery and Grievance
ND Committeses in the Department
Cﬂéﬁ’ of Public Works and Highways
. Serlms cf 1989 . M
E: e 3 3 b b S :

-

Fursuant to Section 35, Article VIII of FD No. 807, and CSC
Memorandum Circular No. 45 dated 0& October 1989, the following
orders, rules, and regulations are heraeby issued/prescribed to
cover the adjustment of complaints and grievances of officers and
employees in the First and Second levels of the Career Service,
in all offices of the Dppa “tment of Fublic Works and Highways.

i RATIONALE

Froper steps should be taken toward the creation of an
atmosphere conducive to good supervisor-emplovee relations
and the improvement of emplovee morale. Section 3% of PD
HOT provides that‘emplmyeeg shall have the right to present
their complaints and grievances to management and have them

adjudicated as expeditiously as possible in the bhest
interest of the agency, the government as a whole, and the
amnploves concernad. It Ffurther provides that sach

department or agency shall promulgate rules and regulations
governing expeditious, fair and equitable adjustment of
employee complaints or grievances in accordance with the
policies enunciated by the Civil Service Commission.

The disenchantment of the employees has to be reckoned
with, particularly now that the right to self-organization
of government employees for the furtherance and protection
of their common interest has besen provided for in the 1987
Constitution and Executive Order No. 180. With this growing
awareness of employees of their rights, the government
including this Department must provide a machinery whereby.
employee complaints and grisvances can be heard and adiusted
sxpeditiously at the lowesst possible  level of the
organization.

IT.  OBJECTIVE

General: The guidelines are intended to help promote
employes-management DA E arel bet ter
amployes—-management ralations therasby

- fostering industrial harmony and
copductivi o
Feo - 47 produ vity
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3. Frevent digucﬁtentmant and
disenchantment bsziween and among the
employees and officials:

4. Settle disputes in accordance with
any contract of agreement signed
between management and the recognized
negotiating unit ~ithin the terms
of the agreement;

5. Enable the w. ~.u to participate in
resolving the =umpiszintis as waell as
grievances of tin employees; and

6. Allow the paities to appeal from
the resy: o o f the grievance
nepgobiatien step Dy step until a

final, binding and executory decision
is reached.

INITION OF TERMS

The terms used in this proposed guidelines are

operationally defined as follows:

.}
“
.

g

Complaint - means an employee’s expressed (written or
spoken) feelings of dissatisfaction with some aspects
of his working conditions, relationships or status
which are outside his control.

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

Grievance Procedure -~ refers to the method =~ of
determining and finding the best way to remedy the
specific cause or causes of the complaint or grievance.

4 Modes of Settling Employee-Management -Disputes

4.1 Conciliation - process whereby a third ‘party
(conciliator) brings the parties together,
encourages them to discuss their differences and
assists them in developing their own proposed
solutions.

4.2 Mediation - process wherehy a third party
(mediator) is more active in assisting the parties
reach acceptable solutions to the problem/s and
help the disputing parties develop or come out
with an acceptable solution. He can even submit
his own proposal/s for the settlement of disputes.
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+3 The Commission’s decision is final, binding and
ess  appeal from sald decision is
pe

oper  cour

Appeal to the Courts by sither party shall be  in
accordance with the Rules of Court.

i

E. o ﬁEbD iation  Membesr who would like to present his
case thru the i Negotiating Unit
13 Oral Discussion
A complainant shall present orally i

complaints in the first instance to his immediate
supervisor through the association representative,
who shall, within three (3} working days from the
date of presentation, inform the empl%ye@ orally of
his dekﬁ,lmn throuagh the association

-

£ I the emploves is not satisfied with the oral
decizion, the smploves through the association
representative may  submit  his grievance in
wrriting within five (5) working days from
receipt  of the oral decision of his  immediate

suparvisor to the next higher supervisor. The
immediate supervisgr shall comment within five

15y davs on the grisvance and provide the nesxt
higher supsrvisor with 2 copy of such  comment.
The higher supervisor shall render his decision
within Five (5 working days from  receipt  of
the grievance and shall inform ?hg smplovyes  in
wreiting through the associatic representative
of his decision: FROVIDED, HDNEVER, That where
the object of the grievence is the immediate
SLper »1mar, the complainant may directly bring
=)

T grisvance to the next highsr supervisor.
o) c% S8 f15$iPJ with  the
uparvisor, he may
Qamm1+tee through  thes
' = Latio ;-‘wident ot Cauthorized
' 0 i i five (5 working davs
from receipt of the decision or the nest higher
SUPErVi " Tha Origvance Committee shall
conduct an investigation and hearing within ten
(10)Y working davs from rece gipt of the grievance
and 1 render  degision within five (33
W kL ng 5, aftbsr thes investigation:
FROVIDED, HDMEJ&W Tha% where the object of the
grisvancs 13 t;a Grievanc Committee, thie

&
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Republika ng Pilipinas
FEMHSYON NG SERBISYC SIBI
(Civil Service ComBiissiony = e
S
0CT 2 0 1963

G

MCWNC.NW45

T : ALL HEADS OF DEPARTMENTZ, BUREAUS, OFFICES AND
AGENCIES OF THE NATIONAL aNL' 1.OCAL GUVERNMENTS,
INCLUDING GOVERNMENT-0WMED AMD CONTROLLED
CORFPODRATIONS WITH ORIGINAL CHARTERS

SUBJECT : Reinstaliation i tirie
all Governmenl 0ffice;

o ftachinery in

The Commission ic mandated Ly | too vnrovide leadership

and mesislanoe in developing enploves relations pPrograms in
government officesg. Fvery hea:l o f ANy RS likewvise

required by law to take proper steps towards the creation of
an  atmosphere conducive to  harmonicus relationship and

improved employee morale, In consonance with this, the
Commwizsion hasg, as early as 1963, issued various memorandum
drenlers and guidelines stressing effective grievance
machinery as a mechaniszm tor carry cut Yhis mandate and
requ: cing every  agency to gubmit Lo the Commission its

grievoences procedures.

Despite the lapse of time, only a negligible percentage
f gevernment  agencies has mace use of grievance machinery
and fever  has stil) submitted their grievance procedure to
Fhie Commission and considering further that inter-office
conflicts  which  can be averted through proper wuse of
grievsnce machinery are allowed to grow into unmanageable
proporction, it is feit that immediate reinstallation  of
Frr1evance machinery is mandatory S0 a5 riet to adversely
affect officient and effective delivery of public service,

Comsequently, Ceach head of office is therefore enioined
Pooddevelop a grievance  procedure whieh sulls  the needs,

b e and structure of their respective  apency, Said
peocediares shall anbody the princioles cmphasized in every
grievance machinery and shall teke into consideration the

{IHV:wTDHS articulaled in Section 3% of FPD 207 and in
Seotion 1, Fule X of the Implementing Rules of Executive
Ur r:'l er MNo. 180.

Fach agency  head shal) submit the grievance procedure

oo P Commission not later than  Dec cember 1, 1939
tor apnceoval.,
Attached are guidelines adopted by the Commission in

the development of the grievance procedure.

T ¥

« KALAYAAN AT KAPAYAPAAN .



All issuances inconsistent with this Memorandum
Circular are deemed superseded.

Correspondence sent in compliance with this Memorandum
Circular must be addressed to:

The Chairman

Civil Service Commission
National Government Center
Constitution Hills, Diliman
Quezon City

Attention: Office for Personnel Relations

Shew, G G,

FATRICIA A. 5TO0. TOMAS
Chairman

October 6, 1989

/mel



PROPOSED GUIDLL (RES OGN THE ADJUITMENT (F COMPLAINTI AND
GRIFVAMCES 1IN THE PURT LT TLOTORN
RATIONALE
The (VN B SRV Coommt -5 an el TR tohr central

personna | agency of tho govervmert. G . Loondated by law  to
provide & progressive zycsizm e Tonne | administration
and teadership and aoonistorco ) cevelaping  employee
relations programs in all governn: o wpencies,

Likewise, cvery head of agency thzi! take proper steps
towarsd the creation of an atmosphere conducive to  good

enpervisor ~emploves relat ions SRR the improvement of
EmMpioyese maralie. Teotion TLOoof P 807 provides

tha! employees  ohalld have the right 12 present their
compiaints and  grievances  teo mansgement and have them
ardivdicated aco rxpeditinusiy as  possible in the best
interest of the agency, the gavernment as a whole, and
the =employee concerned,. It furtner provides that each

department or agency shall promulgate rules and regulations
governing expeditious, fair and eqguitable adjustment of
employee complaints or grievances in accordance with the
policies enunciated by the Commission. The policy has only
beeny partially implemented and in some office it has never
been implemented at all.

The increasing restlessness and cdisenchantment of the
public servants has Lo be reckoned with, -particularly now
that 'he right to self-organization of government employees
for the furtherance and protection of their common interest
has been provided for in the 1887 Constitution and
Executive Order No. 180. With this growing awareness of
emplovess of their rights, the government must provide a
machinery whereby emplayee complaints and grievances can be
heard and adjusted expeditiously at the lowest possible
level of the organization.

The guidelines are intended to help

, promote labor-management peace and better
labor-management relations thereby
fostering industrial harmony and
productivity.

Specific: These guidelines should help the agencies to:
1. Establish an orderly method for
handling disputes or reactivate one

when it is already existing;

2 Settle disputes at the lowest
possible level of the organization;

}"H;‘ ~ ;"‘j/



3. Frevent disvorientment and
disenchantment bziween and among the
employees and officials;

4, Settle disputes in accordance with
any contract of agreement signed
between management and the recognized
negotiating unit within the terms
of the agreement;

5. Enable the w. .o to participate in
resolving the <~ompiaints as well as
grievances of tun. employees; and

6. Allow the parties to appeal from
the resu: tn mf the grievance
negotiatien step by step until a

final, binding and erxecutory decision
is reached.

DEFINITION OF TERMS

The terms wused in this proposed guidelines are
operationally defined as follows:
’ %
1. Complaint - means an employee’s expressed (written or

spoken) feelings of dissatisfaction with some aspects
of his working conditions, relationships or status
which are outside his control.

2. Grievance - refers to a complaint in writing which has,
in the first instance and in the employee’s opinion,
been ignored, overridden or dropped without due

consideration.

3. Grievance Procedure -~ refers to the method =~ of
determining and finding the best way to remedy the
specific cause or causes of the complaint or grievance.

4 Modes of Settling Employee-Management -Disputes

4.1 Conciliation - process whereby a third ‘party
(concilliator) brings the parties together, -
encourages them to discuss their differences and
assists - them in developing their own proposed
solutions,

4.2 Mediation - process whereby a third party
(mediator) is more active in assisting the parties
reach acceptable solutions to the problem/s and
help the disputing parties develop or come out
with an acceptable solution. He can even submit
his own proposal/s for the settlement of disputes.



4,3 Arbitration - precess whereby a  third party
(individual arbitrator), a board of arbitrators,
o an arbitreation court not acting as a court, is

empowered to make a decision which disposes of the
dispute.

- Voluntary - a methcd of ssttiing dispute/s
by submitting the "contreversy" before an
arbitrator or pane! «f =z2vioitrators chosen by
both parties. The voluntary arbitrators
shall render a decisicn aifter proper hearing
of the issues. The docision of the

arbitrator shall be final and binding on the
contending partiss.

b. Compulsory - a method rescrted to when the
dispute has becom2 hardened and irreconcilable
and remains unresolved after exhausting all

the available rem=2dies under existing laws and
procedures.

SCOPE OF GRIEVANCE MECHANISM

The grievance procedure shall! be applied when the
discontent or dissatisfaction arises from the day-to-day
working relationships between and among officials and
employees and in the case of a recognized negotiating unit
(RNU? between the unit and management. It shall not
apply te cases of dissatisfaction with official actions

finally taken by the Agency or in discipiinary cases.

Complaints and grievances may refer to any of the
following:

a. Between and among Individual Employees and
Supervisor/Management

1. Policies, practices and procedures on economic
issues such as financial and other terms and
conditions of employment fixed by law.

2. Non-Economic issues:

~ Policies, practices and procedures which affect
employees from recruitment to promotion, detail,
transfer, retirement, termination, lay-offs, etc.

- Physical working conditions

- inlerpersonal and interorganizaticnal
relationships and linkages

- Arbitrary exercisa of discretion and/or



management prerogatives.

b. Between the Management and the Recognized
Negotiating Unit (RNU)

i. Economic issues and other coenomic packages
fixed by law

2. Political issues

* Recognition and coveragoe of negobiating unit
Association Security and Chacl off

¥ Violation of provisions and/sor policies on
self-organization

3. Vioclation of voluntary agreement s reached
between association and management.

G. Any and all matters giving rise tn employee
dissatisfaction.

V. THE GRIEVANCE PROCEDURE

The procedures .for seeking redress of complaints and
grievances shall be as fol!lows:

Al For individual employee or a union member but who
would like to present his complaints and grievances
thru his own initiatijve.

1. Oral Discussion =~ A complainant shall present
orally his complaints to his immediate
supervisor who shalil, within three (3) working
days from the date of presentation, inform

the employee orally of his dacision.
2. Grievance in Writing -

a) If the employee is not satisfied with the
oral decision, he may submit his grievances
in writing within five (5) working-+ days
from receipt of the oral decision of his
immediate supervisor to the higher
supervisor. The grievance shall pass
through his immediate supervisor, who shall
forward the grievance with his comments
within five (5) working days to the next
higher supervisor, as the case may be, who
shall within five (5) working days from
receipt thereof inform the employee in
writing through the immediate supervisor of
his decision. PROVIDED, HOWEVER, that
where the object of the grievance is the
immediate supervisor, the complainant may
bring the grievance to the next higher



b)

c)

d)

e)

£)

supervisor who shall take a proper action
within five (5) working days from receipt
of the complairt.

I f the complainant is rot gcatisfied with
the decision of the hizher supervisor, he
may appeal hig grievance tv the Grievance
Conmittee within five (%) working days from
receipt of the decis’ ... ~hcrugh the higher
supervisor. The higz . supervisor shall
make the necessary commsnts and forward the
grievance within fiva ‘%) days to the
Grievance Committee who shall, within ten

(10) working days from receipt of the
grievancn, conduct an investigation and
hearing. The Grievance Commititee shall
furnish the corplainsnt with a copy of its
decision within five (5) working days
after the investigation and hearing, thru
the higher supervisor and immediate

supervisor: PROVIDED, HOWEVER, That where
the object of the complaint is the higher
supervisor, the complainant may bring his
case directly to the Grievance Committee.

[f the complainant is not satisfied with
the decision of the Grievance Committee he
may elevate his grievance through the
Committee to top management within five (5)
working days from receipt of the decision,
who shall make the decision within ten (10)
working days after the receipt of the
grievance: PROVIDED, HOWEVER, That where
the object of the complaint is the top
management, the complainant may bring ‘his
grievance directly to the Civil Service
Commission.

If the complainant is not satisfied with
the decision of top management, he may

appeal or elevate his grievance to the
Commission.. The Commission shall, if
necessary, conduct an investigation and
hearing and render a decision within

fifteen (15) days from receipt of the
grisvance.

The aggrieved party may file a petition for
reconsideration with the Commission within
five (5) working days from receipt of the
decision. Such petition shall be resolved
within five {5) working days from receipt
thereof.

The Commission’s decision is final, binding



and executory unless appaza’ +-owm saild

decision is brought Lo the pruner courts.
g) Appeal to ithe Consts by witbers party  shall
be in accordancs with Los Ruies of Court.
B. For Association Member whr wo id 1/ ke to present
his case thru the Recognizeo & otisting Unit

1. Oral Discussion

A complainarnt shall  resent orally his
complaints in tha firct instance to his
immediate supervisor Lhrough ths association

representative, who shal'l, within three (3)
working days from the d:ste of precsentation,
inform the employes aralily of his fdecision
through the assoc.ation representative,

2. Grievance in Writing

a) If the employee is not satisfied with the
oral decision, the employee through the
association representative may submit his
grievance in writing within five (5) working
days from receipt of the oral decision of his
immediate supervisor to the next higher
supervisor. The immediate supervisor shall
comment within five (5) days on the grievance
and provide the next higher supervisor with
a copy of such comment. The higher supervisor
shall render his decision within five (5)
working days from receipt of the grievance
and shall inform the employee in writing
through the association representative of his
decisiont PROVIDED, HOWEVER, That where the
object of the grievance is the immediate
supervisor, the complainant may directly
bring the grievance to the next higher
supervisor.

bh) If the complainant is not satisfied with
the decision of the next higher supervisor,
he may appeal to the Grisvance Committee
through the association president or
authorized representative within five (5)
working days from receipt of the decision of

the next higher supervisor. The Grievance
Committee shall conduct an investigation and
hearing within ten (10) working days from

receipt of the grievance and shall render
decision within five (5) working days after
the investigation: PROVIDED, HOWEVER, That
where the object of the grievance 1is the



vi.

Grievance

elevate

president

his

Committee, the complainant may
grievance, thru the association
or authorized representative,‘to

top management.

c) If the complainant ig
decision
elevate

the
may
through

the president of

rnot satisfied with
of the Grievance Committee, he
his case to top management
the association ofr

its authorized represenrative within five (5)

working
The

within
decision
receipt
HOWEVER,

grievance

both

days from receipt of
Grievance
management

of the

the decision.
shall furnish
comments on the grievance
days-. Management shall make
within ten (10) working days
grievance! PROVIDED,
That where the object of
is the top management,
parties may

Committee

the
after

the
either OT
request

conoiliation/mediation services.

dd 1f the complainant is
decision

the
both

conciliation/mediation services of the
Commission
same within ten

Service

e) 1€

there is a deadlock,
parties may appeal
Management Council

with
either ©OTF
request the
Civil

the

not satisfied
of top management,
parties may

which shall
(10) days.

render

either oOrT both
to the Public Sector Labor
(PSLMC) through the office

for Personnel Relations which in turn shall
submit to the PSLMC its comments within five
(9) working days after receipt of the
complaint. The PSLMC shall render its
decision within thirty (30) working days
thereafter. The decision of the Council
shall be final, binding and executory unless
appeal is brought to the proper courts.
f) Appeal to the Courts shall be in
accordance with the Rules of Court.
_QﬂfDSITlDN QF. iﬂg_gﬁlEVANCE_CDMMITTEg
The Grisvance Committee shall have the following
The Committee shall be composed of the following:
A. For Individual Employee
1. One (1) member of top management or & represeﬂtative

to act as Chairman



>

2. Two 2) higher supervisors chosen
themselves '

3. Two (2) enrployees chosen by the ran
employees

4, An alternate for higher supervisa.  and

from

k and

among

file

employee in

case the complaint concerns =~ of the members of

the commitienr,.

B. For Asscciation Members

For Committee shali be composed of the following:

1. tne (1member of top management or = representative

to act as Chairman

z. Two (2) higher supervisocirs <¢hosen by bot
supervisor and association
3. Two z) association members chosen

themselves

4, An alternate or alternates chosen by the
members with the consent and approval of

Vil. CONTENTS QF THE WRITTEN GRIEVANCE:

The complainant shall fill up the grievance
shall provide the following information:

K
i

v the

from

higher

among

association
management,

form

1. Name nf the complainant

- Position Title

o Designation (if needed?

4, Present Section or Division of Assignment
5. Immediate Supervisor

6. Present Department or unit of assignment

7. Higher Supervisor

. Nature of Grievance (in brief)
G, Adjustment Desired

10. Signature of employee

which

.

11. Signature nf Association Official/Representative

(if applicabie)

12, Date of filing from the lowest level in

VIITt., DECISION IMPLEMENTATION

Unless appealed, the decision of the

authorities shall take effect immediately

the.agency.

concerned

and/or

receipl of the decision of all the parties involved.

upon



IX. RESPONSIBILITIES OF THE PERSONNEL OFFICER/RECORDS KEEPER OF
THE RECOGNI!ZED NEGOTIATING UNIT

All records involving complaints and grievances shall
be kept by the Personnel Officer of the Agency, and by the
records keeper of the recognized negotiating unit.

/me |
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