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ESTABLISHING COMPLAINT/GRIEVANCE MACHINERY AT THh LEPARTHENT
OF EDUCATION, CULTURE AND SEORT

Tos Underseorataries
Asgistant Secrdtariesn
BuresusCultiral Agericy Dilrect
Directore of Sevvices Centers and Hesds s lnits
Regional Divwmtora \
sohidols Superintendents

i In Gorder to maintain and Improve at copbinan s level

smployess morale and to promote wholseome and des Irable anployeé-

employver: relationship in the Department, the Complaint /Orisvanos
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Machinery @ of the Départment of Education, wulture and Sporte - iwm
hereby- ordered satablished, \

e Accordingly. all  ‘concevned ahalll ests the i
PESpactive srlevanse machinery within . theip LOER in

accordance with  the @ set &€ »ulss and procaedures inglised
Rerewith. \

S The  Employees Welfare and Renefits  Dividicn oo phe
Human Resource Developméenst Sérvice akall HUP@PVI*“ the proper and
Tinnediate aduugtment of complaints/grievance nooegdrdination

with —the grisvanee committess &f the dlffwrent afficesofl Yhe
Department . In this comnecbion; therefore; the said Divisisn i
neraby tasked Lo Pplan and supervige the grievancs arbifratévs and
tooomonitor cand o oversee the organization s of VHE Ay tevanee
Machinmery in the regional offices.

4 This L Drdep Takes effect | immediately Sand aurict
compliance is directed

Inel oo As stated

Reference: Office OUrder dated Maroh 51800
Althxﬂt’i‘“‘lt- e Hew M O _x.""u?)

Toobe indicated in the Ferpetual ‘Index

idder the leLuWii subdeats:

-

BUREAUS & OFFICES COMPLAINTS
EMPLOYEES OFFICIALS
COMMITTEES ‘ TEACHERS
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DECS COMPLAINT AND' GRIEVANCE ADJUSTMENT PROCEDURE

The grievande pracedirs RTOBR TR
somerrandrdesiralile w.u“*waﬁ “el$a“@nw
Sducation, Guliure and Sparts Employee 3l
and o dissatisFaotiar = Eus minimiglng if era&;LHHA“:
efomass astbong
oo Definitions

The folliowing rimgsshall have bhe measing
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wrwng, unaiygobdnorads o dr~wyeﬁ FLEROUT e enEs
deratiicn ok

S Brievance s Pradadure refers te s e
dure: for determining or providin g the Best way too vemedy
the specific cause or Ceuses of  the complain. o
srieviajice:

47 Gr fevarnce Arbitrator 4o pefeva tamn smpliores ol e
Departhment of Ediication, Culture and St ray“g” Afve
taskad G peayive empioyees’ complaintes and grisvanoss.
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Goocardevance s Machinery i vefars tooa ayal
maintain and inprove wholesome and desis
mpdover svelabticas in order o +
content  and  disssuisfaction,
effectiveness aid ﬁffihi€ﬂbv-
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The @ grisvance Prodedire shall be appliad whan nhe ¥
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Unsatisfactory working canditions:

Impropers tedious laborious Work assigrmedts:

Faulty tools or eguiptent:
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Aobioms
created - by the Secretary: - in the case of the Central

B ITnproper wrﬂre\iat1un of the factdrs relative o bo gy
offspramationsy. salary increages and branafers:

T TARnI LR ARy exercise of discretion:

S Inter-pergsonal rélatlionships;

S Policoies, prachices artd L oprocedures witioh aEfact
emplovess; snd

100 Any cand s allls matters ogiviagopide o to emploves  odins
satisfactien:

Thig: grigsvancs procedurd, however, shall nob appli wWhetr mags

secur. o In such cases, a fact-finding committes, to  be
Office and

the head of the office for field offices, shall be responsible in
aolving the problem.
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Guiding Principles

in
dainty/Grievances Machinery: all céneernad shall be guiaeﬂ hy

réendtIving complaints/grievances Welore gyt

the following principlesss
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Ancemployee must be encouraged to express and- informalliy
#1

digcusa with thesupervisor any probleém relasting ool hig
working roonditiconas o relationships oy etatus. andlothe
SURervisor ghall inoocturretake s octhe cinitiabtive to
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asdertiin  the same Wlthout resorting to formal gricvar
praceaedure ok

Anemplrovespresenting soocomplaintorgrisvance ghalls e
agaured freedom . Lrom. coerolan: dimgrininsation o
reprisal and of speedy and impartial adjustment of oosuch
gomplaint or grisvance.,

Complaints candsor  grievances shall be settled &t the
lowest possible level.

THe grievance ptroceadings shall -bératmed at  deternining
what ig righty not who ig right.

The right b rappeal o decisions or g?ievan a5 in
accordafce . with o the provisions cofithese regulations

shall not be LHV LlPd

As o much as poasihle, trained arbkitrators shall repressnt
theroomplainant and the obiect af the complaint in o the
grievancs committes inorderito Cfadilitate the amicable
addustment of grievance/complaint.

Pgol oliGrievance Avkhitratorasy

There - ahall be & ponl of grievance arbitrators both o dn
Cerntral
complainant and respondent may choose Lo represant himMer in
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Sesgice Level (Bervice Grievance Committes)

arde Bervioe  Chiied

By the Chief of the locus of the complaint

@y the complainant and/®r his representative

4y the person who is  the objeet of the G laint
andsor iz repregentative

Brresiy Level (Baresu Grievance Commlibbes)

the Director

the Chief of the locus of the complaint

the complainant andsor his representative

the person who is the ‘object of the & complalnt
andy/or Hig representative

00T

In the Fields/Region

1

3

.

Sohool DTevel (School Grievances Committee)

&y o the Principal or Head Teacher

by o the complainant andy/or his representative

&) the pevson who is the object of the compriaint
andror.iis rarr soentative

Disteict Lev&l'(ﬂfntri&t Grisvancer Commitbea)

Yy the District Dupervisor

WY the Principal of the locus of the complaint

&30 the complainant ‘and/er his representative

4y the person who is the  object of the complaint
and/or-his representative

* ¥

HWivision Level (Divibdion Grievance Committes)

&) the Division Superintendent
1Y othe  Distriet  Superviszor of the locus Gifothe
complaint
Y othe s complainant andfur hig representative
4y the person who is the object of the complaint
and ror BHis repreSéntative

Regional Level (Regional Grievance Cammittes

&y the Regivnal Pivectar Gl s gdeaignated

: representative

vY the Division Superintendent of the Iocus of the
complaint

&y the complainant andsor his reprapentative

d)  the person who iz the obiect of the Coomplaing
and/or his repregsentative

e) - the Pergonnel Officer of the reglmnq¢ office




VIT. o Procedare

o The

crocsasdure o %éeking redresz  of complaints and

grievances shall be as follows:

AL

B

Oral Discussion

A complaint and/or grievance shall be T presented
orally in the first instance to the employee s immediate
supervisor  who shall, within three (3) days from .the
date of presentation. inform the employes orally of RHis
decigion. In the oral discussion. the following @ ahall
be §baerved: (This shall also apply to teachers in the
field.) \

1. Both bparties shall be put at ease. “ Ivery
effort shall be sxerted to make then facl ab
gase during the oral discussicn.*

2. Both parties shall be encouraged to talk. -
The  employee shall bhé  allewsd gl @ AN oFC i
explain his side during the oral discussicn.
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3. Privacy in discussion. w Oral: discusaion
shall = bhe held in a quiet and seciuded SO
where the conversation cannot be intertupted or
ovariicard.

4. The case shall be heard fully. - The
supervisor  shall ‘seek to keep his views and
opinions - entirely to himself until  after the
employee has explained his 2ide.

5. A definite deciaion shall be reached. = At

the end of the discussicn, the BUpervisor. must
be prepared to state his pogition ¢clearly and
accurately  based on the merits  of  the
grievance. *  He ' neead not immediately  give A
definite decision, but the decision shall he
rendered  within three (3) daya from the  pre-
gentation of the complaint.

=y

Grievance in Weiting
1.0 For employees in the Central Dffice

If the employee is not satisfied with the oral
decision, he may submit his grievance oy Loomplaint
in weiting through his immediate supervisor te  the
Livision Grisvance Committee: The Division
Grievance Committee shall within five (B)Y days fron
receipt of the written complaint or  agrievance
inform the aggrieved emplovee of its deciaion, It
the complainant is not satisfied with the decision
of the Division Grievance Committee, he or she ‘may
elevdate his appeal to  the Sérvice Grievance
Committee or  Bureau Grievance Committes, ag the

Y




case - may  obes the Service Grievance - Committesa op
Rureau Grisvance - Committes  shall render its
deciston within & days from reseipt of the & written
appeal. If still the complainant is rot  sSatisfied
of “the decision of the Service Grisvance Committee
ar Bureau Grievance Committee. he mav elevats  Fis
o her Somiplaint tio the Offive of the
Undersecretary  for Legal Affaire, whish shall in
turn.  forward . its o findings and roecommendations
within 10 days to the Secretary for final acticd.
Written complaint or grisvance against CHiefs of
Divizions shall be coursed and ssttled by Bervice
Grievance Committée or Burseau Grisvancs Conmittee:
i not satisfied with the committee decisien, the
complainant may appeal such decisicon o the 0€fics
of the Undersecretapry for Legal Affairs.

Foroteachers in the field

If the teacher is not Satisfied with the apal

dimcusaion; heoimay ccgubmit o kia grigvancs fadiod
compdaint odn writins o to othe o Schacl Grigvancs
committee. The School Grievance = Committes shall
within b days from receipt of the written complaint
inform - the grievant of ite  detisidn. IEithe

grievant is not satisfiled with the Sohoel Cridvances
Committee  decision, he or she may appeal Bis cass
to o the Disteict Grisvance Committee: if atill not
satisfyed witho thel decision “of the Digtyiat
Grievance  Committee, he mayv elevate "his  ov  hap
appeal tosthe o Diviation Grievance Comimittee;
decigion ~of the Divimion Grievance  Committes oanp
Still be o elevated  to the  Regional Grisvancs
Gommittee: Tand if still not o satisfised with o the
Regional Grievance Committee’s dedision, his or her
caseg . ocould  be elevated  to o the Office of  the
Undersecretary  for Legal Affairs:

The Office of the Underascretary for Legal
Affairs shall forward 1ta findings and
recommendations  within 10 davse ta the Secretary.
Provided = however ‘that where the = aobject of the
complaint or grievanece 15 the  Head Teacher or
Bistrict Supervidsor or Division Superintendent, the
grievant may submit his written complaint  to ‘the
District Grievance Committee  or . the Regional
Grievance Committee as the case may he. Pyavidad,
finally, that where the object of complaint 15  the
Regional Director. the griesvant may forward hisigp
her written complaint to the Gffice oL
Undersecretary for Legal Affairas. All complaints o
grievances: lodged in U the different Grievance
Committees shall be decided within five (B)  dava
from receipt of the written complaint. The decision
of ‘the Secretary shall be final and SRecuto Py




B For non-teaching employees

In the tcase of the non-teaching employess in
the regional and divisicna offices, the procedurs to
be followed in the settlement of grievance shall be
simllar with that of the Central 0ffice. If the
complainant  is not satisfied with the decision &f
the  committee. the principle to be ohasrved io &
appeal  hissher case in the nest higher ‘committes
arganiced in the regionsdivision affices.

VIII. Evaluation and Monitoring Svatem

An evaluation and moenitoring system shall be established &t
the Central, pegional and division offices of DECS to monitoy the
Problems  and progress of the grievancss filed inoothe different
committeas, The Employees Welfare and Benefits Divisicn {EWBE)
shall perform the aforementioned function at the Central Offite.
In  addition. EWED will monitor and evaluate the reridrmance ot
the different Grisvance Committess in the regions.’ The ' Regional
and Division Grievance Committees shall sup@rviseand ponitdy Ehe
activities, as well as the progress and provlems of the  Sases
filed in the d:ffervent grisvance sub-committees in the dAvISsTeR
and regional offices.

* Inputs from the Une-Day Seminar Workshop >
on the Revision of the DECS Complaints
Grievance Adjustment Frocedure




