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SUBJECT

©0

Reinstallation of Grievance iiachinery in
.gll Government Offices

0ted hereunder in full is CSC MC # 45 ror your information and
guidainces

"Republika ng Pilipinas
KOMISYON NG SERBISYO SISIL
(Civil Service Commission)

Guezon City

11C Hoe 45

0 ¢ ALL ILixDS OF 0P RTMENTS, BURAAUS, CilFISES AND aGENCILS
OF ILE NATIONAL aND LOCAL GOVEURLANYS, INCLUDING
GOVIERNIMENT-0 WD AND CONTROLL:D CORPORATIONS WITH
O IGIN.LL™ CHARTERS

o> -

SUBJECTS Reinstallation of Grievance HMachinery in

all Govermment Offices

The Commigsion is wandated by law to provide leadership and
assistance in develoving employee rclations programs in goveriment
offices, ZXZvery head of agency is likewise reguired by law to take
proper steps towards the creation of an atmosphere conducive to
harmonious relationship and improved employece morale, In consonance
with this, the OQommission has, as early as 1903, issued vaxious
memorandum circulars and guidelines stressing effective grievance
machinery as a moﬂngnlsm to carry out thig manda’be and requiring
every agency o submit’ to the Commission its grievance proccdures,

Despite the lapse of time, only a neglizible percentage of
goverhment agencies has made use of grievance machinery and fewer has
still submitted their grievance procedure to the Commission and
considering further that inter-office conflicts wiicihi can be averted
through roper use of grievance machinery are allowed to grow into
unmanageable proportion, it is felt that imme.iate reinstallation of
grievance macninery is mandatory so as not to aldversely affect
efficient and effective delivery of public scrvice,
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Consequenily, each head office is thercfore enjoined to
develo,; a gricvance procedure which suits the needs, culture and
structure of their wresnective agency, Said procedures shall embody
the principles emphasized in every grievance machinery and shall take
into consideration the provisions articulated in Section 35 of PD 807
and in Section 1, Rule IX of the Implementing Rules of ilxeoutive
Oxder #Ho, 180,

Bach agency head shall submit the grievance procedure to the
Commiysion not later than December 1, 1989 foxr approval,

attached are guidelines adopted by the Commission in the
development of the grievance procedure,

All issuances inconsistent with this ilemorandum Circular are
deemed superseded,

Corresnondence sent in compliance with this Memorandum Circular
must be addrcased toi

The Chairinan

Civil Service Commission

Eational Governement Center

Congtitution Hills, Diliman

wezon City

Attentions Office for Persomnel Relations
(5GD.) P.TRICLL ue 810, TOM:S
Chairman

Octover o, 1959

Please be guided accordingly.

(SGD,) JO3i3 B, DIL ROSARIO, JR.
Administrator

November 0C, 1939
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R0POS.LD GUIDELTIES ON Tus LDJUSTLIEY OF CCMPLWINTS AND
GRIEVLIICAS IN TH PUBLIC SECTOR

LLTCI L his
Soaontte

The Civil bervice Commission, being the central psreonnel
agengy of the govermment, is mandated Ly law to provide a proge—
reasive system of personnel administration and leadership and
agsistance in developing employee relations programs in all
governaent azencies,

Likewise, every head of agency snall talie proper sieps to=-
ward the creation of an atmosphere conducive to good supervisor—
employee relations and the improvement of employee morale, Sec—
tion 35 of PD 307 provides that employees shall have the right
to prescnt their complazints and grievances to wanagement and have
then adjudicated as expeditiously as possible in the best interest
of the agency, the goverument as a whole, and the employee con-~
cerncd, It further provides that each department ox zpeucy shall
promuLyate rules and regulations goveraiiiy expeditiocus, fair and
equitable adjustment of employee complaints ox grievances in accor=
dunce with the policies enunciated by the Commission, "The policy
has only been partially implemented and in some office it has ne-
ver bean implemented at all,

e increasing restlessness and disenchantment of the public
gervants has to be reckoned with, pariicwlarly now that tie right
of self~orzanization of govermaent employees for the fuxrtherance
and srotection of their common interest hes heen provided for in
the 1937 Constitution and idxecutive Order Ho, 180, With this

" growing owareness of employees of their rights, the governement

must provide a machinery whereby employece complaints and grice
vances car: be heard and adjusted expeditiously at the lowest
possible level of the organization,

OBJICITVE

General: The guidelines are intended to help promote
labor-management p=zace and better labor-manage=-
ment relations thereby lestering industrial
harmony and productivity.

Specifios These guidelines should iielp tiae agencies to:

1s 3stablish an ordorly metiiod for handling
disputes or rcactivate onec when it is
already existings

2, Settle disputes at the lowest possible level
of the organizationg



IiI.

3¢ Prevent disccontentitment and disenchantment
between and among tlic ermsloyees and officialsg

4. Bettle disputes in accordance with any
contract of agreement sizned between
management an. the recognizcd negotiating
unit within the iterms of the agreements

5« idable the union to participate in resole-
ving the complaints ac well as grievances
of the employees; and

6. allow the parties to appeal from the results
of the grievance negotiation step by step
until a final, binding and executory decision
is reached.

DAFOTITION OF TERMS

G
defined =.s follows:

e

2.

3e

4e

e s e -

The cerms used in this proposed zuidcelines are onerationally

Comnlaint = means an employeets expressed (written or
spoken) feelings of dissatisfaction with some aspects of his
woxking conditions, relationships or status wiich are
outcide his control,

Gricvance = refers to a complaint in wwiting which has, in
the first instance and in the employeo®8 . ouinion, been
igncred, overridden or dropped without due consideration.

Grievance Procedure = refers tc the method of Jdetermining
and finding the best way to remedy tiie shecific cause or
causes of the complaint or grievancce.

itodes oi settling Smployee-Managenent Disputes

4e1 Conciliation - process whereby a third party
(conciliator) brings the parties losetier, encourages
then: to discuss their differences and assists them in
developing their own proposed solutions,.

442 Mediation = process whereby a “third party (mediator)
is more active in assisting the partics reach
acceptable solutions to the pcoblem/s and help the
disputing parties develop oxr come out with an
acceptable solution. He can even subait his oun
proposal/s for the settlement of disnuiese
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Arditration - process whereby a third party
(individual arbitratoxr), a board of arbitrators,
or an arbitration court not acting as a court;
is empowered to make 2 decesion which disposes
of the dispute.

ae voluntary - a nethed of settling dispute/s
by submitting the ¥conrtroversy” before an
crbitrator or panel of arbitrators chosen by
both parties, The voluitary arbiitrators
chall render a decision after nroper hearing
of the issues, 'the dccision of the arbitra~
tor shall be final aad binding on the con~
tending parties.

b, Compulsory - 2 uecthod resorted to when the

dispute has become hardened and ixrreconcilable

and remaing unresolved after cxhausting all
the available remedies wider e..isting laws
and procedurea,

33003 OF CRISVANC. MECHANISH

The

and manageneilt,

sricvance procedure shall be applied when the discon-
tent or dissatisfaction arises frow the day-to~day working re-
lationships between and emong officials and employees and in

the cage of a recognized negotiating wnit (KWU) between tie unit

It shall not apply to cases of. dissatisfaction

with official actions finally taken by the Agency or in discip-
linarcy ceases,

Complaints and grievances may refer to any of the following:

e

Between and among individual Haployees and Supervisor/
iManagement

1o

Policies, practices and procedures on ecconomic issues
such as financial and other terms and conditions of
enployment fixed by law.

ilcn=fcononic issues:

Policies, practices and yrocedures which affect
employces from recruiitment to »romotion, detail,
transfer, retirement, termination, lay~offs,
ete,

Physical working conditions

Intersersonal and intcrowgenizational relation—
ships and linkages.

arbitrary exercise ol discrevion and/or nanage-
ment prerogatives,



b;jﬂaetwegn the Management and the R;Qognized Kegotiating
Unit (RNU) : <

1e sconomic issues and other economic packages fixed
by law,.

24 Political issues,

Recognition and coverage of negotiating unit
Agsociation Security end Check off
' Violation of provisions and/or policies on
self organization .

% sk %

3s Violation of voluntary agzreemeirts reached between
agsociation and managoment.

0. 4ny and all matters giving vise to employee
dissatisfaction

V. TH8 GRIEVANCE PROCEDUR:

The procedures for secking redress of compfdints and grie-
vances shall be as follows:

de For individual employee or a union member but who would
like to present his complaints and grievances thru his
own initiative, ’

1o Oral Discussione A compdinakt: shall present orally
his complaints to his immediate supervisor who shall,
within three (3) working days from.the date of pre-
scntation, inform the employees orally of his decision,

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,iwho shall
forward the grievance with his comments within
five (5) working days to the next higher
supervigor, as the case may be, who shall within
five (5) working days from rcceipt thereof
inform the employee in writing tarough the imme—
diate supervisor of his dccision, PROVIDED,
HOW3ViR, that where the object of the grievance
is the immediate supervisor, the complainant may
bring the grievance to the next higher super—
visor who shall take a vroper action within
five (5) working days frowm rcceipt of the
complaint, ‘ ’



b)

d)

B

7
If the gomplaingng.is-aot sniiaifed whid) the
decision of tiie higher supcrvisor; he may appeal
his grievance to the Grievance Committee within
five (5) working days from receipt of the
decision, through the higher supervisor. The
higher supervisor shall male the necessary
comments and forward the grievance within five
(5) days to the GricWance Committee who shall,
within ten (10) working days from receint of the
grievance, conduct an investization anl hearing.
The @rievance Committee shall furinish the com—
plainant with a copy of its decision within
five {5) working days after the invesiigation
and hearing, thru the higher supervisor and
immediate supervisor: PROVID.D, i0J3VIR, That
where the object of the complaint is the higher
supervisor, the complainant way vring his case
directly to the Grievonce Committec,

If the complainant ig not satisfied with the
decision of the Grievance Comattte hLe may
elevate his grievance through the Committee to
top management within five (5) working days from
receipt of the decision, who snall make the
decision within ten -(10) working days after the
receipt of the grievance: PiOVID, iI03VIR,
That where the object of the complaint is the
top management, the complainant may bring his
grievance directly to the Civil Service
Commission,

17 the complainant is not satisfied with the
decision of top management, he way appeal or
elevate his grievance to the Commission, ‘The
Commission shall, if necessaxry conduct an
investigation and hecaring and render a decision
vithin fifteen (15) days from receipt of the
arievance. !

The aggrieved party may {ile a petition for
recongideration with the Commissicn within fivr
(5) working days from raceipt of the decision,
Such petition shall be resolved within five (5)
working days from reccint thereof,

The Commission's decision is final, binding and
executory wnless appeal from saild decision is
brought to the proper courts,

Appeal Lo the Courts by citner party shall be in
accordance with the Rulos of Court,



By For wwsoclation Member who would like to prosent his case

tivw the Reconized Wegotiating Uni

1o Oxal Discussion
4 complainant shall present orally his com-
plaints in the first instance to his immediate
supervigor through the association represdntative,
who shall, within three (3} working days foram the
date of presentation, inform tiie employee orally of
his decision through the association reoresentative.

2]

2¢  Grievance in Writing

a) If the employee is not satisiied with the oral
decision, the employee tlaough the assvciation
representative may submit his gricvence in writing
within five (5) worlking daysfrom rcceipt of the oral
decision of his immediate suzervisor to the next
higher supervigsor, The immclicte supervisor shall
comment within five (5) days on the grievance and
arovide the next higher sunervisor wita a copy of
such comment. The higaer supervisor shall render his
decision within five (5) working days from receipt of
the grievance and shall inform the cmployee in
writing through the association representative of his
desision: PROYIOED, HOWEVER, That where the object
of the grievance is the immediate supervisor, the
conplainant may directly bring the grievance to the
next nigher supervisor.

b) If the complainant is not satisfied with the
decision of the next higher supervisor, he may appeal
to the Grievance Committee through the association
president or authorized representative wivthin five
{5) working days from receipt of the decision of the
next higher supervisor, Tac Urievance Committee
shall conduct an investigoation and hiecaring within
ten {10) working days from receipt of the grievance
and shall render decisio.: within five (5) working days
after the investigation: PROVILEYD, HOWEVER, That
where the object of the grinvance is the CGricvance
Committee, thc complaineat may clevate his zrievance,
thru the association president or authorized
representative, to top mana‘ezent.

o) If the comylainant is not satislied with the
decigion of the Grievance Committee, he nay eclevate
his case to top management through the president

ol the association of its autvhorized representative
within five (5) working duys frou recoipt of the
dzcision, The Grievance Jommittee shall furnish
management comments on the goievance within 5 dayse
HManagement shall make the decision =ithin’ ten (10)



working days after receint ol the yrivvaaces
PROVID4), HO4VER, That whore the object of the
grievance is the top management, either or both
parties nay request ceaciliation, ‘mediation gervices,

d) If tae complainani iz not satisfied with the
decision ¢f top management, ceither or both parties
nay request the conca.huc:o.on/mecllaulon services of
the Civil Service Commission which shall wender the
ganme within ten (10) days,

e) If there is a deadlock, wither or lLoth parties
may appeal to the rublic Scelor Lavor lanazement
Council {PSIMC) through the oifice for Personnel
Relations widich in twm shall cubmit to the PSLMC
its comments within five {5) working days aiter
receipt of the complaint, The PSLIC shall render
its deeision within thirty (30) working doys
thereafter, The decisioi. of tie Ceouncil shall be
final, binding and excculory unless appcal is
brought to the proper courtga

f) ippeal to the Courts sazll be in accordance
with the Rules of Court.

VI, COPOSITION OF Tid GRTEVANCS COMMITTulsd

The Committee shall be composed of the following:
4, Yor Individual Saployee

1s One \1) nember of top manzgement or a representative to
act as a chairman

J

N ] > * -~
Two (2) higher supervisors ciosen from among themselves

Tue \2) employees chosen by the rani: and file employees

N
.

4 an alternate for higher supervisor and cmployec in
casc the complaint concerns any of the wmembers of the
comnitteec,

B, l'or Association Members

The Coumittee shall be composed of the following:

1, Onc {1) member of top management or a representative to
act as chairman

2. 'Mwo (2) higher supervisors choaseci by botn the higher
sapervisor and agsociation



VIi,

VIII,

3¢ Two {(2) association members chosen from ameng
\ (=]
theagelves

4, an alternate or alternates chosen Ly the associam
tion members with the conzent and approval of
manzgement,

CONTANTS UF 1iLd “RITTAN GRISV,.IC.s

The compalinant shall f£ill up the grievance form which
shall provide the fcllowing infovmations

Te Iamne of the complainant
2. Position Title
3¢ Decignation (if needed)
44 DPresent Section or Vivisicn of .ssignaent
5« Imnediate Supervisor
5. Present DepaXtment or unit of assignment
7.. digher Supervisor
Hature of Grievance (in briocf)
9. adjustment Jesired
10. Signature of employee »
11. Signature of association Official/Representative
(if epplicable) - -
12, Date of filing from the lowest level in the agency

DACISION TletdiaTaTION

Unless appealed, the decision of the concerined authorities
shell take effect immediately and/or wpon receipt of the deci-
sion of all the paxmties involved,

R ?ORSTBILITTSS OF THLd P-RoONNEL OPI‘.LC....:yft_...._COUb Kedbi OF THE
,LuOuLnTIAED NACOTL.TING UNLT

4)1 records involving complaints and /irievances shall be
kept by the Persommel Officer of the ..gency, and by the records
kecrer of the recognized negotiating wiit,



