Republic of the Philippines

/A DEPARTMENY of AGRARIAN WESO ks

e—

MEMORANDUM CIRCULAR NO. é;g

Series of 1995

SUBJECT:  GUIDELINES ON THE RESOLUTION OF COMPLAINTS AND
GRIEVANCES BETWEEN AND AMONG OFFICERS AND
EMPLOYEES OF THE DEPARTMENT

Parsuant to Civil Service Commission Memorandum Circular No. 45,
Serivs of 1989 (entitled "Reinstallation of the Grievance Machinery in Al
Government Offices”), the following ruies and regulations shall goverr: the
consideration and resolution of complaints/grievances bebtween and AMoeng
officials and employees of the Dlepartment of Agrarian Reform ([DAR).

L OBJECTIVE

o promote the highest degree of employee moraje necessary log the
attainment of an honest, efficient, responsitle, and dedicated e service,

il SULDING PRINCIPLES

Officinls and employees of DAR shall have the right to air their
complajngs/pricvances with the praper Grievance Commitiee which s
tasked to resolve these with dispatch.

¥, Complamts/grievances shall, as much as possivle, be settled amin. by as
the lawest hierarchical office before the proper Grievance Cominittes raxcs
cupnizanee theroof, '

¢

Grievance proceedings shall be now-adversarial, informal and expeditious.
L. SCOPE OF THE COMPLAINT/GRIEVANCE

A camplaint/ grievance is any perceived or actusl work-related
dissatislaction which may be categorized mito:
A Economic: Office policies, practices or protedures on wages/salaries and
- other financial aspects of employment; or

B. Non-Economic: Office policies, practices or procedures on transfers,
assignment, and detail of employees and others; or
. Interpersonak Personal disputes/irditants between and aimong ofiicials ar1gi/___7
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employees affecting or which may affect job performance.
V. GRIEVANCE COMMITTEES
A.  Compeosition
1, National Grievance Committee (NGC)

There shall be a National Grievance Commiitae compesed of the
t'{;]e]f,:wing:

- Chanrperson to be designated by the Secretary;
. Two (2) representatives of the Management to be designated by ihe

Sucretary. At least one of the representatives must come from the
Dhivision Chiefs; and

&, Tweo (2} representatives of the rank-and-file emplayees to be elected,
at large, by the rank-and-file employees of the Department.

For purposes of this Circular, the term rank-in-file shall mean all
emplovees below Division Chivf,

i DAR Centval Office Grievance Committes {(DARCDO GOy

‘ach of the following offices shall have & three-member Grievance
Committee: Office of the Secretary {OSEC); Legal Affairs Office (LAOQ); Field
Operations Group (FOG)/ Support Services Office (580); Finauce, Managenient
and Administeation Office (FMAOY and Planning and Policy Office (PPO). the
Committee shall be composed of:

¥ Chairperson: Undersecretary or Assistant Secretary of the office
concerned: "

&, Svcand Memben: A Diviston Chief, Service Clief or Bureau Divecior
to be designated by the Chairperson; and

&, Third Member: An elected representative of the rank-a od-fi
erployees of the office concerned.

3 Regional Olfice Grievance Conunittee (ROGC)

" Bach Regional Office shall each have a three-nember Gricvapce
Comunittee composed of:

& Chairperson: Assistant Regional Divector for Administration of the
Region concerned,

. second Member: Provincial Agrarian Reform Office (PARO) to be,”
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designated by the Chairperson, and

¢, Yhivd Member: An elecled vepresentalive of the rank-and file
craployees of the Region concerned wchuding s Provineial pad
Municipal Agrarian Reform Offjces.

the Chairperson of the respective Grievance Commitices shall desicnute
the committee secretary who shall be in charge of preparing the minuies and
ether documentation necessary for etfective decision-making.

B. Term of office

Members of the Grievance Commitioes shall have berm of one (1) year, or
untd their suecessors have been duly appointed or'elected. When a menmiber of
the Crricvanee Commiltee s the stibjoct of the grisvance or when the mweinbe:
canmnol attend (o his/her duties for any justifiable teason, a replacement shall be
selected as follotws:

. For appointed: members: the appointing authority shall designate
the replacement; and

. For elected members: the condidate who gets the next tulghreat
number of votes shall be the alternate of the cmploves's
representative,

V. GRIEVANCE PROCEDURE

y2t The wrilten complaint/ grievance signed by the individual or each of the
members of a group shall be submitted to ihe immediate supervisor av the
head of olfice if the immediate sUpervisor is the subject of the complain,
wito shall act within five (5) workuy days upon receipt of the coamplaint.

i The supervisar/head of office shall imunediately call for a meeting/
conferenoe wikh Lhe mdividual/group to discuss and decide on the mailer,
the wecting /confevence results of which shall be put e writing, com
furnishend all parties concerned.

S

It the supervisur/head of office does not have the authority over the
sulyject malter of the complaint/grievance, he/she shall have te sl
his/her tindings and recommendalions within five {(9) working dave io
eithier the DARCO GC or ROGC, whichever is aRpPIUPriate.

4. The complainant/s, il dissatisfied with the results of the consuaton,
has/bave (v (5 days o ooppeal, on piowsds clearly and CHEIGETY
presented in written form, before the concerned DARCO GO or the ROGC

& The DARCO GC o the ROGE has ten {10} working days to act
agppeal. Phe Committee shall call for o meeting /conferonce with the 7a,.

coreerned o discuss and decide twe treatlor: (B mgeling / conesey o oanl -



of which shall be pub @ writing tarnishing all parties concerned.

&. Failure on the part of the DARCO U or ROGC to act on the a ppeal withun
ten (10} working days after the sanie is submitted for vesolution wijl wive
the complainant/s the right to appeal directly with the NGC,

The complainant /s, if still dissatisfied with the decision of the DARCO ¢C
or the ROCC, has/have five (5) days to appeal before the NGC, on grovinds

clearly and concigely presented in written form.,

8. The NGC shall have ten (10) days from receipt of the records to make the
Apprupriale recomumendations to the becretary for his/ hoer approval,

Y, The decision of the NGC, as 4 pproved by the Secretary, may be appealed to
the Civit Service Conunission (CBC) within 15 calendar ditys from seceip
thereot,

YL TRANSITORY PROVISIONS

The FMAO is hereby directed to initiate and supervise the elections of the
employees' reprosentatives to the Grievance Conunittees not later than bwenty
20) days from e effoctivit y of this Memarandum Circular.

The FMAQ shall also publish the names of the empioyees' representatives
together with the respective alternates for the information of all concerned.

VIL  REPEALING CLAUSE

All administrative orders, circulars, memoranda and other issuances
imeonsistent horewith are nereby repealed.

VIll. EFFECTIVITY

This Memorandum Circular shall take effect ten (10} days after its
publication in twg (2) newspapers of general circulation.

I
Diliman, Quezon City, _,12’_ UML' - 1995,

A7,

) {2
ERNESTO D. 6 ARILAO

R S i i £ 5 T '
Mgt de tuo () goiepeiesg b';‘:}v ‘Hﬁd
Or joreinl gimerl b ; Uﬁhf / F

boo vz, mmarn

1

“rly el e iaitivg - Jely 38, L9Y



