REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF FINANCE
BUREAU OF CUSTOMS
MANILA

¥arch 18, 1992

CUSTOMS ORAND¥M ORDER
SO |

In accordance with CMO Np._ﬁ}fﬁ}creating the Bureau of
Customs Grievance Cemmittee, the Secretariat and Records
Officer/keeper of the Committes is hereby created with the
following compostions

1. Sonia Togonon - Head of Secretariat end
Records Keeper

2. Fe Roma

Member (representing HRMD)
3, Alvin Calapatia = Member (toprosgnting €PRD)
4, Jovita Manzano -~ Hember (Legal Stemographer)

Phig order reseinds all previous orders, shall take effect
immediately and shall last until revoked. :

MAS V. 'A%mm:é |

Gomnilsioner
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ALL HEADS GF DEPARTMEMT: BUnEAUS, QFFICES AND
AGENCIES OF THE NATIUNAL «hfl LOCAL GOVERNMENTS,
INCLUD NG GOVERNMENT-0OWN&D AND CONTROLLED
CORPORATIONS WITH ORIGINAL CHARTERS
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The Commission is mandated by law to provide leadership
and assistance in developing «nployee relations programs in
government offices. Every head of agancy is likewise
required by law to take proper steps towards the creation of
an atmosphere conducive to harmonious relationship &and
improved employee meorale. In consonance. with this, the
Cammission has, as early as 1863, issued various memorandum
~irculars and ~ guidelines stressing effective grievance
machinery as a mecnanism to ecarrvy out this mandate and
requiring every agency to submit to the Commission 1its
grivvance procedures. *

Despite the lapse of time, only a negligibie percentage
of government agencies has made use of grievance machinery

and fewer has still submitted their grievance procedura to
the Commission and considering further that inter-office
confiliets which can be averted through roper use of

grievance mwachinery are allowed to grow into unmanageable
propurtion, it is felt that immediate reinstallation = of
grievance machinery 1s mandatory SO a5 not to adversely
affect efficient and effective delivery of public service.

Gonseguently, each head of office is therefore gnjoined
tin develop & grievance procedure which suits the needs,
st ure bid b uructure  of their respactive agency. Said
procedures shall embody the principles emphasized in ‘every
grievence machinery and shall take 1nto consideration the
proviaions articulated in Secticon 35 of FD 807 and |in
Sevrt lun 1., Rule IX of the implementing Rules of Executive
Grder No. 180,

Fach «gency "head shall submit the grievance procedure
¥ the Commission not later than ___December 1. . 18339

for approval. :

At tached are guidelines adopted by the Commission in
the development of the grievance procedure.

-KALAYAAN AT K APAYAPAAN .
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All issuances inconsistent with this = Mewmeranduam
Circular are desmed suparseded.

Correspondence sant in compiiance with this Msmorandum
Circular must be addressed to:

The Chairman

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

Attention: Dftice for Personne! Relations

/ ey QG (-

Pn‘i'mcu A. STO. TOMAS
Chairman

October 6, 1989

/mel
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PROFOSED GUIDNELINES ON THE ADJUSTMENT OF CuMPLAINTS AND
GRIEVANCES iN THE PUBLTC SHRCTON

RATIONALE

The Civild S=2rvice Commissiocn, Leing the central
personns | agency of the povernmsnt, |- wondated by law to
Provide a progressive svstem of rercoine]l  administration
and ) leadership arnd assistance i derveloping émployee
relations programs in all gove.ns: n¢ :gencies.

»

Likewise, wvery head of ‘agency vhail take proper steps
toward the «c¢reation aof an atmosphere ~onducive to good

supervisor-emplovee relavions and the improvement of
enplovee morale, Seactinn 25 of PD 807 provides

that emplovees shall kave the right teo present their
complaints and  grisvancss  to management and have them
adjudicated & exXxpedit iously as poscible in the best
interect af th. agency, the ,avernment as a whole, and
the employee corcerned. 1t further provides that each

department or agency shall oromulgate rules and raguiations
governing expeditious, fair and equitable adjustment of
earloves cowplaints or grievaneces in accordance with the
policies en .ciated by the Commission, The policy has only

™

-

been partially implemented and in some office it has never

been implemented at all.

The increasing restlessness and disenchantment of the
public servants has tc be reckoned with, particularly now
that the right to self-urganization of government employeas
for the furtherance and perotection of their common interest

haw hran a2ravidad for in the 1987 Constitution and
Executive  Order No. 1.0, With this growing awareness of
erprlovees  of their rights, the government must provide a

machinery whersby employee complaints and grievances can be
heard and adjusted expeditiously at the lowest possible
level of the wrganization. : :
JEJECTIVE
General: Tihor guideiines are intended to help
) promote labor-management peace and better
ladbor-management ralations 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;

ie disputes at the lowest
‘possible level of the organization:

5 ey 4
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/ 3. Fravent digcontsntmsnt and
digencasnteent veiween snd ameng  the
gemployers and officlals;

4. Jetile aiuspuios ln gaosardance  with
any uonkrast  0F Sgr@sment gigned

&

netwesn Ranagensail and the racognized
nggutiating urii within the Larnma
cf the sgreement;

%

5. Enable the uweion to participate in
respiving the clmpiaints as well 3w
grievances of Lhe sepleyaas; and

G. Aligw Lhe pgrties 1o apesal from
the rasulis of the ‘grievance
negctiation %tep by =2iap untii a
final, binding apnd sxgcutory desision
is reached.

Pre. INiTION GF 18BHS
The terms used in this proposwd guidelines are

opersaticonaliy defined as folivws:

1. Compiagint - means an gmpleyess’s expressed {written or
spoken} feelings of dissstisfaction with some a28pacts
of his working conditions, relationships or statue
which are cutsids his cont ro}

g T

in ihe first insian
been ignorea. ov
conslderaticon.

1 the mathod  of
Wy tog  semedy the
iaint or grisvancs,

rievance Pracedura - retear
gtermining and {3 h
gspecific cause or CR

ﬂ.ﬂ‘l

4 Modes g Zelillng REployesc SHansgsnanl Voabulee

scwgs Whereby =2 thicg party
nEe the parties togashar,
discuss their differences and
developing thair own proposed

4.1 Ceoncillation
{conciliatar? £
encourages them €
assisss thsm Ib
goluticons.

P

2y
T
on
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4.2 Mmdiation < Proogs®  wWoRreoy @ third party
(mediator: i3 more active in sgsigting the pariias
rgzch  accepiable  sulutions o the prootan/s and
help the disputing p&“tzec duvelicp or come ouf

with &n scCuptabie scliution. He can even Submlt
his cwn proposal/s for the settiement cf disputes.
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4.3 Arbitrstion -  9orocess whersby a  third party
Cindividua!l arbifrator): s board of arbitrators,
or an arpitration court not acting as a court, is
empowered to make & decision which disposes of the

dispule. '

= Vaiuntary - a method of settling dispute’s
by submitting the "controversy™ before an
arbitrator or pane! o7 srbitrators "chosen by
toth pariies. The voiuntary arbitrators
shall render a decis:i: siter proper hearing
OF the issues. . Tue decision of the

artitrater shall be final and binding en the
contending partius.

b. Compulsory -~ a methcd resorted to when the
dispute has beccme hardened and irreconcilabla
and Tramaina unresolved after exhausting aill
the avaiiable remedies under existing laws and
procedurses. '

IV. SCOPE QF GRIEVANCE MECHANISH

The grievance procedure shal!l be applied when the
discontent or dissatisfaction arises from the day-to-day
working relationships bestween and among officials and
employees and in the case of a recognized negotiating wunit
(RNU) between the unit and management. It shall not
appiy to «cases of dissatisfaction with official actions
finally taken hy the Agency or in disciplinary cases.

Complaints and grievances may refer to any of the
following:

a. Betwsen 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.

Z. Non-Econcmic issues:

- Policies, practices and procedures which affect
emplor¥ees from recruitment to promotion, detail,

transfer, retirement, taermination, lay-offs, etg.

- Physical working conditicns

- Interpersonal and interorganizational
relationships and linkages

-~ Arbitirary axercise of discretion and/or

(41



Bane gamient prerggative
. Beiwaon i he T L ERL DL @i
Negotiating Unit (RRNU)
i+ Ecpnomic issuss and otho
figed by iaw
Z. FPolitioczi iszzues
* Recognition and coveroyn
*  Azscciation Security and
#  Violation gf provisiors
sglf-organizaiiosn
3. Violaticn of voiuntary
betwesn wsgsociation
c. Any and ail matters giving

dissatisfaction.

V. THE GRIEVANCE PROCEDURE

The procsdures .ior sesking redress

grievances shall be as folliows:
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supervigsor who shall take a proper actian

within five (&) working ocays from receipt
of the cumpiaint.

1f trhe cohmplsinanit 1 0o satisfied with
the decision of bhe hiyhew supervisor, he
may appeal his goowsocan e bne Grievance
Couniltee within faive (5) working days from
recaipt of the deci. .. “wrough the higher
supervisor. The hi_..o . « pervisor shall

make the necesvaly Zuvme bs and forward the
grievance within {ive W5y  days to the
Grievance Committee «ho shall, within ten
(10) workirpg waays from receipt of the
grievahca, conduct  a&n investigation and

hearing. ~ha Grievance Gommittes shall
furnish the complaipact wiltn a Copy of its
decision witbin five (5) working days
after the investigstion and hearing, thru
the higher supgrvisaor and immediate

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

1f the ceomplainant is not satisfied with
the decision of the Griosvance Committee he
may elevate his grigvance through the
Committee to top management within five (5)
working days from receipt of the decisicn,
who shall make the decision within ten (10
working days after the receipt of the
grievance: PROVIDED, HOWEVER, That where
the object of the compiaint 1is the top

management, inhe complainant may bring "his
grievance directly to the Civii Service

Commission.

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

appeal or elsvale his grievance to the
Commission,, The Commission shall, 1if
necessary, conduct an investigation and
hearing and render a8 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 recolved
within flve 5) working days from receipt
thereof. -

The Commission’s decision is final, binding

{33
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and executory unless appee! from sald
decision is bBrought <o the proper courts.

g) Appeal to the Courts by either party shall
be in accordance with ¢the Rules of Court.

B. For Association Member who wbuld iike to present
his case thru the Recognizec Negetiating Unit
1. Oral Disgussion
A complainant shai! present orally his

complaints in the ficrst instance to his
immediate supe.visor through the association

representative, who shati, within three (3}
working days from the date of presentation,
inform the emwioyese a.alily of his dacision

through the assoulation representative.
2. Grievance in Writipg

al 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 suvpervisor shall
comment within five (5) davs on the grievance
and provide the next higher supervisor with
a copy of such comment. The higher superviser
shall render his decision within five (5)
working days from receipt of the grievance
and shall inform the employee in writing
throughn the association representative of his
. dacisions PROVIDED, HOWEVER, That where the
object of the grievance is "the Iimmediate
supervisor, the complainant may directly
bring the grievance to the next higher
supervisor.

bl If the complainant is not satisfied with
the decision of the next higher supervisoar,
he may appeal to the Grievance 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 (107} waorking days from

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

(o]
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CGrievance Commlties, the complainant may

elevate his grievance, thru ithe association
president or suthorized representative, to
top management.

G If the complainant is nct satisfied with
the decision of the Grievance Committee, he
may elevate his case to top mahagement
through thse president i the association orf,
its authorized representat.ve within five (53 .

"working days from receipt of the decisian.

The Grievance Committee shall furnish
management comments on the grievance
within § days. Management shall make the
decision within ten (10) working days after
receipt of the grievance: PROVIDED,
HOWEVER, That where the object of the
grievance 1is tho top management, either or
both parties may request
conciliation/mediation services.

d? [f the complainant is not gatisfied with
the decision of top management, either or
both parties may request the
concgiliation/mediation services of the Civil
Service Commission which shall render the
same within ten (10) days.

el 1f there is a deadlock, either or both
parties may appeal to the Public Sector Labor
Management Councii (PSLMCY through the Office
for Persornel Rejiations which in turn shall
submit to the PSLMC its comments within five

(5} working days after receipt of the
caomplaint. The PSLMC  shall render its
decision within thirty (30D working days
thereafter. The decision of the Council

chall be final, binding and gxecutory unless
appeal is brought to the proper courts.

£ Appeal to the Courts shall be in
accordance with the Hules of Court.

Vi. COMPOSITION OF THE GRIEVANCE COMMITTEE

The Grievance Committee shall have the following

The Committee shall be composed of the following:

A,

1.

For 1ndividual Employee

One (1)

member of top management or a representative

tg act as Chairman
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2. Two CED higher suparvisors Chosern PR R EMONE
themselvas

3. Two (29 employess ohosen by the rank and file
emnployess

4., Aun alternate for higher supervigsoy and empioyee in

case the complaint concerns aay ot tne memdaers of
the committae.

8. For Association Members
For Committee shnmll be composed of the Jollowing:

1. Orie (1dmembar of Lop managemant uvr a representative
to act as Chairman

2. Two (2) higher supervisc.s choseén by both the higher
supervisor and association

3. Two (2) association members chosen from among
themselves

4, An alternate or alternates choesen by the association
members with the consent and approval of management.

V11. CONTENTS OF THE WRITTEN GRIEVANCE:

The complainant shall Fill up the grievance form which
shall provide the following information:

Name of the complainant
Position Titie
Degigration (if needed.
Present Section or Diwision of Assignmsnt
immadiate Supervisor
Present Department or unit of assignment
Highar Supervisor
. Natures of Grievance (in bLrief)
Adjustmant Desired
Signature of employes
Signature of Asscclation Dfficial/Representative
(if applicabie) .
e Date of filing f{rom the towesgt level In the agency.

v . .

ey
CODONOCE@N

s
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T 111, DECISION INPLEMENTATION

Unlaess appealed, " the decision of the concernad
authorities shall take affect immediately and/or upon
receipt of the decision of all the partlies involved,
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1. RESPONSIBILITIES OF THE PERSOMNEL QFFICER/RECORDPS KEEPER OF
THE RECOGNIZED NEGOTIATING UNIT
All records involving complaints and grievances shall

be kept by the Personnel Officer of the Agency, and Ly the
records keeper of the recognized negotiating unit.

/mal



