REPUBLIC. OF THE PHILIPPINES
DEPARTMENT OF FINANCE
- BUREAU OF CUSTOMS
MANILA

De-ember 27, 1994

CUSTOMS MEMORANDUM ORLDER
ND. Lo a4

In accordance with CMO No.o 37-352 dated March 18,

1992, creating the Bureauw of Customs Gy ievance Com—.

mittes, the Secretariat and pecords Officer /Keeper of
the Committee which was created per CMO No. 3g-92 is
hereby amended with the following composition:

A .Qmﬂia Co Togonon - Head of Secretariat
». Fllen Garcia = Member |

Se ﬁlvin Alapatia = Member

4,  Jovita Manzano . Member (Stenographer)

Thie Order rescinds all previous orders, shall
take effect immediately and shall last until revaked.

(?{7/70'" d)
UTLLERMO L. RAYND, JE.
ey

Commiss



REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF FINANCE
BUREAU OF CUSTOMS

CUSTOMséﬂ OiéygpM CRDER
NO, . - & L

MANILA

March 18, 1992

Pursuant to CSC MC No. 45, series of 1989, in accordance to
Section 35 of PD 807, as amended, the Bureau of Customs Grievance
Committee is hereby crespted with the following composition:

Woodrow S. Burgos

George M, Jereos
Oscar Brillo

Efigenia Aurora D,
Lagnan

Roberto Sacramento
Elizabeth Guerrero

Hermogenes Elfante

< Chairman/Presiding Officer
(Duly authorized representative
for Internal Administration)

- Member

Member

)
)
)
Member )
)
)
)

Member

(Member)

-{(Member)

representatives
of higher
supervisors

reprecentatives

for rank and
file

Alternate /Vice Chairman

Alternate

This order reacindé all previocus orders, shall take effect
immediately and shall last until revoked.
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REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF FINANCE
BUREAU OF CUSTOMS
MANILA

Mareh 18, 1992

cUs mni}l}go;annw ORDER
HO. Z-

In mccordance with CMO Ho.vzggz;creating the Bureau of
Customs Grievance Committee, the Secretariat and Records
Officer/keeper of the Committee is hereby created with the
following composticns . | '

1.

2

3.
b

Sonia Togonon - Head of Secretariat amnd
Records Keeper
Fo Roma - Member (representing HRMD)

Alvin Calapatia Member (representing PPRD)

Jovits ¥anzano - Member (Legal Stenographer)

R This order reseinds &ll previous orders, shall take effect
{mmediately and shall last until revoked. b

gy

Uompissioner



Kepubitka ng fahpimaas
‘K,EF‘HQI?QLJ S}J{iﬂry;fs Wil Py
{Civil Service Commis.aain 0!
Quezon Uity

MC No. 45

»

T i : ALL HEADS5 UF DEPARTMEMT: BunEAUS, COFFICES AND
AGENCIES 0OF THE NATUIUNAL ~lo LICAL GOVERNMENTS,
INCLUDING GUVERNMENT-OWNAD AND CONTROLLED
CORPORATIONS WITH ORIGINAL CHARTERS

SUBJECT : Reinstallation ol Grievance lachinary in
all Government BDfifices

The Commission is mandated by law to provide leadership
and assistance in developing <nployee relations programs in
government offlices. Every head of Agency is likewise
required by law to take proper steps towards the creatian of
an atmesphere conducive te harmonious relationship and
improved employee morale. In consonance. with this, the
Commission has, as early as 1863, issued various memorandum
circulars and ~ guidelines stressing effective grievance
machinery as a mecnanism to carry ocut this mandate and
requiring every agency to submit to the Commission 1its
grievance procedures. : '

Despite the lapse of time, only a negligible percentage
1 government agencies hss made use of grievance machinery

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

grievance wachinery are allowed fo grow into unmanageable
proportion, 1t iz felt that immediate reinstalliation of
grievance machinery is mandatory so a5 nat tu adversely
swffect efficient and effective desiivery of public service. '

Gonseguently, each head of office is Lherefore enjoinead
to develop a grievance procedure which suilts the needs,
sultiure and  structure of  their respasctive agency. Said
pracedures shall embody the principles emphasized in every
grievance machinery and shall take 1nto consideration the
provi.inns articulated in Sectien 35 of FD 807 and in
Sect pan 1, Rule 1X of the Impiementing Rules of Executive
Urder No. 130,

Fach agency "head shall submit the grievance procedure
oo e Commission not lJater than ___ December 1., 1983

for approvel. !

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

s KALAYAAN AT KAPAYAPAAN «
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All issuances Inconsistent with this =~ HMemecranduam
Circular ars desmed suparseded. :

Corréspondence sent in compilance with this Msmorandum
Circular must be addressed to:

The Chairman
Civil Service Commission
. National Government Center
‘Constitution Hilis, Diliman
Quezon City

‘Attentlion: Office for Persorne! Relations ‘ .
/ééqq” ‘ C:D g%h 5ﬂ%ﬁ-?

PATRECIA A. STO. TOMAS
Chairman

October 6, 1989

/mel
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PROFOSED GUIDEL!'NES opn THE ADJUSTRMENT bF CUMPLAINTS AND

=

GRIGEVANCES N THE PUBLIC SeCyw
RATIONALE
The Civit service Commissicn, Leinp the central
personne | agency of the governmeni, jeo iz srndated by law to
pProvide a propressive swvstem of ;e;ccpne] administration
and leadersnip and assistance - - tereloping édmployee
relations programs in all gove.ns o¢ :ggncies.

Likewise, wvvery head of agency shay ) take proper steps
toward the creation of an atmosphere Tonducive to good

supervisor-employvee relavions and  the improvement of
employvee morale. Secting 25 af PD 507 provides

that employeas ahal]l rave the risiht te present their
cuomplalints anri grievances to managemant and have them
adjudicated an expeditiong]y as poscible in the best
interest of th.: agenecyv, the savernment as a whole, and
the employee concerned. 1t further provides that each

department or agency shall oromulgate rules and regulations
governing expeditious, fair and equitable adjustment of
earlovee cowplaints or grievonees in accordance with the
poelicies em ..ciated by the Commission. The policy has only
been partially implemented and in somag officeg 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 sell-urganization of government employees
faor the furth erarice and protection of their common interest

har  haean apovided for in the 1987 Constitution and
Executiva Order nNoa. 1.0. With this growing awareness of
enr:lovees O their rights, +the government must pProvide a

machinery whera2by emplayee complaints and grievances can be
eard and adjusted Pxned;tlously at the lowest possible

level of the organization.

QEJECTIVE
Genecal: Ti: guidelines are intended to help
' promote labor-manageimnent peace and better
labor-managemant relations thereby
fostering industrial harmony and
productivity.

ecific: These guidelines should heip the agencies to:

&

1. r«tablisch an orderly method for
handling disputes or reactivate one
when it is already existing;

tie disputes at the lowest
‘possible level of the organization:
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4.3 Arbitrmtion - Drocess whereby a third party
tindividuai arbivrator). a board of arbitrators,
or an arbitratieon courlt noil acting as a court, is
empowered to make 3 decision which disposes of the
dispule.

= valuntary - & method of settiing dispute/s
py submitting the "sonteovarsy” before an
arbitrator or panel oOf srbitrators "chosen by

coth parties. The voiuntary arbitrators
shall render & declse :tter proper hearing
o the 188UUS. Tue  decision of - the

arbitrator shall be 1inal and binding on the
contending partias.

b. Compulsory - & method resorted to when the
dispute has becone hardened and irreconcilabla
apnd ‘remsina unresolved after exhausting all
_he available remedies under enisting laws and
procedures. :

SCOPE OF GR! EVANCE MECHAMISH

The grievance procedure shall be applied when the
discontent or dissatisfaction arises from the day-to-day
working relationships between and among officials and
employses and in the case of a recognized negotiating unit
(RNU) between the unit and management. it shall not
appiy to cases of dissatisfactipn with official actions
finally taken by the Agency or in disciplinary cases.

Complaints and gzrievances WaYy refar to any of the
following: ’

a. Between and among Individual Employees and
Suparvisorﬁhanagement :

1. pPolicies, practices and proceduraes on economic
issues sguch 3as financial and other terms and
conditions of employment fixed by law.

2. Non-Economic issues:

- Policies, practices and procedures which affe
employees from recruitment. to promotion, detai
transfer, retirement, tarmination, lay~offs, €

- Physical working conditions

- Interparsonal - and interorganizatior
relationships and iinkages

-~ Arbitrary exercise of discretion and/c

sy
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CMO- 299, 7

Bl et praeragatios
. Gailwaon T he P sanaEme n s the Recognized
Kegotiating Unis (RNU)
1. Economic issuves - ang @iney  sooncmic  packages
fided by iaw
2. Pelitizz! issues
Recognition ard Cove. oy o! nesgctiating unit
¥ gsoei1ation Security and Cii.ok aof f
& WYigolation of Provisions  and/or policies on
self-organizatian ,
3. Violation of valuntar, 2arsaements  reached
belvesn sssocistion and manoygsmant.
c. Any and @il matiers giving rise to employeg
dissatisfaction. :
EVANCE PROCED CEDURE
The

A.

procedures «for sesking redress of complaints and

For
WO
thr

fndividusl smpicy

griavances shali ba as foi Ows s

98 or a union member put who
Ris couwplaints and grisvances

1d like tc mressnt
u his own initiative
& Cbmuialndﬂﬁ shali presunt
ialvnie T his immeciate
sursrvisur who shall within threa (3) working
davs from the dnta of presentation, inform

the smplioyee oraliy of hins dEoiglon,

Sriasvanece in Writi g -

a) I!f ihe zomployee is not satisfied with the
orzi dacision, he may submit his grievances
in writing within five {5: working days
from recsipt of the oral gecision af his
immediate SUpPEervisgor to the higher
supervissor, The  grisvance siali Dass
through nis iumediate suwervisur, who shall
forward the grievance wlth his comments
within {ive (5} working dasys tu the next
higher supervisor, as the case mzy be, who
shal | within five {5) working days from
rezsipt  thereof inform the employee in
writing ithreugh the inmediate supsrvisar of
his deolsion. PROVIDED, HGUEVER, that
wnare ithe object of the grisvancs is the
immediate gupervisor, the cgmplainant may
Urang  the  grisvsnce 0 the next highse
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c)

d)

a)

)

M- 3¢ -0 g

supervisor wWho chall lLawe @ proper action
within five (31 WOk g oAy s 1Trom racelipt
of the cumpiaint.

[ £ bre complainsnb 12 no. satisfied with
the decision of lhe By hey supervisor, he
may apipual bl Ere s T TOE L tne Grisvance
Comniltea witnin five (g1 working. days from
recaipt of the deci .. - rough the highar
supervisor. The hi _ .o . capervisor shatl
make the neczssaly e ctn and forward the

grievance wiihin Live %) days to the
Grievance Committee <00 shall, within ten
(10) working ways from receipt of the

grievancs, conduct &N investigation and
hearing. Tha Griavanoe Committes shall
furnish the complailpaat witn a copy of its
decision within yivuy (5) working days
after the investigecion and hearing, thru
the higher supervisor  and immediate
supervisor: PROVIDED, HOWEVER, That where

the object of the complaint 1is the higher
supervisor, the complainant may bring his
case diractly to the Grievance Committee.

If the complainant 18 not satisfied with
the decision of tha Griovancs Committee he
may elevate his gurigvance through the
Committee to top managemnenl within five (5)
working days foon receipt of the decisicen,
who shall make the decision within ten (102
working days after the receipt of the
grievance: PROVIDED, HOWEVER, That where
the object of the complaint 18 the top
management, 1he complainant may bring his
grievance directly to the Civii Service
Commission.

if the complainant 1s not satisfied wilh
the decision of Lup management, he may

appeal or elevate his grievance to the
Commission., The Commission shall, if
NECESS&FY s conduct an invaestigation and
hearing  and render @ decision within

fifteen (15} cdays from receipt of the
grievance.

The aggrieved party may file a petition for
reconsideration with the Commission within
five (5) working days from receipt of the
decision. Guech petition shall be resolved
within flve 59 working days from receipt
thereofl.

The Commission’s decision is final, binding

in
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and execubtary unless appere. from sald
decision is brouglht o the praper courts,

g) Appeal to the Courts by eitler party shall
be in accordance with the HBules of Court.

B. For Association Member who would iike to present
his case thru the Recognized Negotiabing Unit

A complainant shal! present orally his
complaints in the f{irst instance to hnis
Immediate supe.visor Lhreouagh the association
representative, who shaii, w. thin three (3)
working davs from the date of presentation,
inform the emwloyee osally of his dacision
through the assoclation representative.

2. isvance in Writing

a) lf 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 coral decision of his
immedlate supervisor ta the next higher
supervisor. The immediate supervisor shall
comment within five (5) davs on the grievance
and provide the next higher supervisor with
a copy of such commenit. The higher supervisor
shall render his decision within five (5)
working days from receipt of the grievance
and shall inform the employee In writing
throughn the assoctiation representative of his
. dacisions PROVIDED, HOWEVER, That wheare the
object of the grlevance is the I{immediate
supervisor, the complainant may directiy
bring the grievance to the next higher
supervisor.

b} If the complainant ls not satisfied with
the decision of the next higher supervisar,
he may appeal to the Grievance Committee
through the association  president or
authcrized representative within five (5)
. working days from receipt of the decision of

the next higher swupervisor. 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: FPROVIDED, HOWEVER, That
where the objlect of the grievance 1is the

0
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Crlevance Commlttee, the complainant may
elevate his grievance, thru the association
president or suthorized representative, to
top managemant.

c) 1f the complainant is nct satisfied with
tha decision of the Grievance Committee, he
may elevate his case to Lo management
through the president i L\he association or,
its authorized representat.ve within five (5.
"working days from receipx of ihe decision,
The Grievance Committee shall furnish
management commants on  the grievance
within &5 days. Managemsnt shall make the
decision within ten (10) working days after

receipt of the grisvance: PROVIDED,

HOWEVER,  That where the objiect of  the

grievance is tho top management, elither or ,
both parties may request ;

conciliation/mediation services.

dd [f the complainant is not satisfied with

the decision of top management, either or

both parties may reguest the
conciliation/madiation services of the Civil

Service Commission which shall render the ;
same within ten (10) days. ;

e) 1f there is a deadlock, either or both ;
parties may appeal to the Public Sector Labor '
Management Council (PSLMCD through the Office
for Persornel Relations which in turn shall
submit to the PSLMC its comments within five

(53 warking days after receipt of the
complaint. The PSLMC shall render its

decision within thircty (30) working days
thereafter. The decisien of the Council

shall be final, binding and executory unless
appeal! is brought to the praper courts. :

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

V1. COMPOSITION OF THE GRIEVANCE COMIITIEE

The Grievance 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 a representative
to act as Chairman



VIl. CONTENTS OF THE
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2. Two (Y higher csupervigors

themselves

3. Two (2) employees: chosen

enplioyess

ity the

&, An alternate for higher supervisoy
case the complaint COnCerns aay ot

the committae,.

g, For Asgsogiation tembers

For Commlttee snall be Camposad

of thie

1. One (1lmember of Loup nanagemant or

to act as Chailrma:

2. Two (2) higher supervisoc.i
suparvisor and association

3. Two (2) association mesbel s

themselvey

4, An alternate or alternates chosen by the

ay am o)
ol iy

7

CHGae N Yy

rank and

amOiyg

file

emapioyee in

tne memdbers of

Tollawing:

5

representative

chaosaen by both the

chosen from

nigher

among

assgciaticen

members with the consent and approval of managemeni.

WALTTEN GRIEVANCE:

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

1. Name of the complainant

2, Position Title

3. Designation (if neederd.

i, PFresent Section or Divigion of Assignmsnt
£ Immadiats Supervisor

a, Present Department ar unit of assignment
7. Higher Supervisor

8. . Nature of Grievance (in bLrief?

6, Adjustment Desired

10. Signature of employes

t1. Signature of Asscociation

(if applicablel

which

fIfficiai/Representative

12, Date of filing from the lewvest levei in the agancy.

DECISION IBPLEMENTAT L ON

Unless appealed, the decision of
authorities shall take affect

receipt of the decision of all

&l

the

parties

the concernad
immediately and/or

involved.

upon
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RESPONSIB'LITIES OF THE PEKSOMMEL QFF|CER/RECORDS KEEPER OF

THE RECOGNIZED NEGOTIATING UNIT

All records involving complaints and grievances shall

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

the

sy



