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In line with !he Revised Policies on the Setllement of Grievance in the Public Sector co PfFl.r'f f� rd(' 

CSC Resolution No. 010113, dated January 1 o, 2001 and implemented through CSC Memorandum -\ 1 

Circular No. 02, S. 2001, the UNIVERSITY hereby adopts the herein Grievance Machinery. 
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I. OBJECTIVES 

1. Create a work atmosphere lo conducive 10 good supervisor employee relations and improved employee morale. 

2. Specific 

. 2 1 Activate end strengthen UNlVERSITV OF NORTI-iERN PHILIPPINES existing 
grievance machinery; 

2 2 Settle grievances al the lowest possible level In lhe organization: and 

2 3 Serve as a catalyst ror lhe development of cepabillUes of personnel on dispute settlement. 
especiAlly among supervisors in the UNIVERSITY. 

II. SCOPE 

The Grievance Machinery appUes lo all level of officials and employees In the 
UNIVERSITY. It may also apply to non-career employees whenever applicable. 

HI. DEFINITION OF TERMS 

Accredited or Reorganized Emplo.yee Union - an employee unlons accredited pursuant to 
Executive Order No. 1 BO and its implementing rules end regulations. 

Grievance - a work-related discontenlment or dissatisfaction which had been expressed 
verbally or in writing and which, in the aggrieved employee's opinion , has been ignored or dropped 
wUhout duo consideraUon. 

Grievance Machinel"Y - system or method of determining and finding the besl way to 
address the specific cause or causes of a grievance. 

Public Sector Labor-Manaaement Council (PSLMC) - the Council responsible for ihe 
promulgal!on, implementalion and administration of the gukteUnes for the exercise of the right or 
covernrnem employees to organize pursuant to Executive Order No. 180 

rv, APPLICATION OF GRIEVANCE MACHINERY 

The following in•tances shall be actod uoon throuah the adevance machinery; 
a Non-implementation or policies, practices and procedures on economic and financ1el 

issues and other terms and condifions of employment fixed by law, including salRri'·'S 



incentives, working hours, leave benefits such as delay in lhe processing of overtime 
pay, unreasonable withholding of salaries and inaction on application for leave. 

b Non-implementation of policies, practices and procedures which affect employees from 
recrultmen1 to promotion, detall, transfer. retlremen1, torminalion. lay-offs, and other 
related Issues lhal affect !hem such as failure to observe selection process m the 
appointment and undue delay In the processing of retirement papers, 

c Inadequate physical working conotuons such as lack of proper venlitatlon in the 
workplace. and tnsutnctem facililies and equipment necessary for the safety and 
protection of employees whose nature and place of work are classified as high risk or 
hazardous 

d Poor interpersonal relationships and linkages such as unreasonable refusal to give 
official information by one employee to another: 

e. Protest on apoomtments: and 

All other matters giving rise to employee dissatisfaction and disconteni outside of those 
cases enumerated above 

The following cases shall not be acted UPOO through the grievance machinery· 

a Disciphnary cases which shall be resolved pursuant lo the Uniform Rules on 
Administrative Cases; 

b Sexual narassment cases as provided for RA 7877; and 

c umon-reretoo issues and concerns 

V. GRIEVANCE PROCEDURES 

The procedunt1 for seeking redress of grievance shall be as follows: 

Discussion with Immediate Supervisor. At the first instance. a grievance shall be presented 
verhally or In writing by the aggneved par1y to his or her immediate supervisor. 

The supervisor shall inform !he aggrieved par1y of the corresponding action within three 
(3) working days from the dale of presentation. 

Provided. however, that where the object of the grievance is the immediate supervisor. 
the aqqneved party may bring the grievance to the neX1 higher supervisor. 

2 Appeal to the Higher Supervisor. If the aggrieved party is not saustred with the verbal 
decision, he or she may submit the grievance in writing, within five (5) days to !he next hloher 
supervisor who shall render his or her decision within (5) working days from receipt of me 
ortevance 

3 Appeal to the Grievance Committee The decision or the next higher supervisor may Le 
ereveted to lhe grievance comrmttee wilhin rive (5) working days from receipt of the cectston 01 
tne next higher supervisor. 

The grievance committee may conduct an tnvesnqanon and hearing within ten (1 O) 
working days from recetpt of 1he grievance And render a decision within five (5) wo0::1ng rlRy'i 



after lhe investigation. Provided, however, \hat where the object or !he grievance is the 
grievance commfttee. the aggrieved party may submit the grievance 10 lop management 

4 Appeal to Top Management. ii !he aggrieved party is not satisfied with the decision of lhe 
grievance committee. he or she may elevate his or her grievance within five (5) working days 
from receipt of the decision through the committee to top management who shall make the 
decision within ten (10) working days after the receipt of the grievance Provided, however, that 
where the object of the grievance ls !he top management, the aggrieved party may bring hls or 
her grievance directly lo the Civil Service Commission Regional Office 

5 Appeal to the Clvll Service Commission Reglonal Office. II the aygrieved party Is not 
sansneo with the decision of tile top management. he or she may appeal or elevate his or her 
grievance to the Civil Service commission Regional Office concerned within fifteen (15) working 
days from the receipt of such decision. Togelher with the appeal, the aggrieved party shall 
submit a Certiflcallon on the Ftnal Acnon on the Grievance (CFAG) The Civil Service 
Commission Rcglonal Office shall rule on the appeal In accordance wilh existing civll service 
raw, rules and regulations 

Vt. GR!E'lANCE COMMITTEE 

A. Composition 

Vice President for Administration - Chair for Administrative Services Group 
Vice President for Academic Affairs - Chair for Academic Group 
Administrative Orrlcer v - Vice cnair 
Member.:.: 

FA Representative 
ASSPA Represenlative or Second Level Representative 
Rank-and-Hie First Level Representative 
Human Resource Management Officer!Administrative Officer 

The first level representative shall participate in the resolution of the gnevance of the first level 
employees while the second level represen1ative shall participate in the resolution of grievance or 
second level employees and they shall serve for a term ol two (2) years 

Responsibilities 

In addition to finding the best way to address specific grievance, the con,mlttee shall have 
me following responsibl111ies· 

1. Establish its own internal procedures and strategies. Membership in lhe grievance comrmttee 
shaf! be considered part of th� members' reqular duties: 

2 Oevetop and implement pro-active measures or activities to prevenl grievance such employee 
assembly which shall bo conducted at least once every quarter, 'talakayan". counseling anc: 
other HRD lntervenllons. Minutes of the proceedings of tnese activi11es shall be documenled for 
audit purposes: 

3. Conduct continuing information drive on Grievance Machinery among officials and employees in 
collaboralion with the personnel unn: 

.-\ Conduct dialogue belween and among the parties involved; 



5 Cnnducl An lnvosligAliOn And honring wllhin Ion {10) working dAys frorn roc:elr,1 of tho grlovance 
And rendor a decision within flvo (5) working days eflor tho lnvesligalion Provided, however, 
!hat where the object of the grievance on the grievance committee. the aggrieved peny may 
submit !he grievance lo top management; 

6 Otrect the documentation of lhe grievance including the preparation and signing or written 
agreements reached by the pertles involved: 

7 Issue Cer11flcation on tne Final Action on the Grievance (CFAG) which shall conlein, among 
Olher things, !he following informalion: history and final action taken by the UNJVERSJTV on 
the grievance; and 

8 Submil a quarterly report of Its accomplishments end status of unresolved grievances to the Civil 
Service Commission Regional Office concerned. 

VII. GRIEVANCE FORMS 

The following forms shall be used. 

1. Grievance Form 

GRIEVANCE FORM 

(Oat, Fllf!d) 

Name of Aggnevt,<1 Party 

r-11100 Tftle1De11lgnalloo (If 1ny) 

Na1u,,1Subjecl of Grievance 

Action Desfred 

2. Grievance Agreement Fonn 

GRIEVANCE AGREEMENT FORM 

N11me o! Parties to a cnevarce ---� -· 
N1.1lu,e ()I the Grlevanc� ------··"--· 
5!eps !OW!lrd SetttHn�r,t 
Agr'"'m('nt/s t�e•ch'HI 

We pu:wnls.e to abide by \he aboYe-!llated ag1eetn8flt. 

Selection/Dlv!slon/Olflce 

llgg1k'lvec1 P111ty"t H�!­ 
Supervl.or 

Sfgn11lure ol Aggrieved Party 

Chfrllrman Grievance Commll!ee Sublect of Grievance 

., 



3. Certificate of Final Action on the Grievance 

CERTIFICATE OF FINAL ACTION ON THE GRIEVANCE 

Th\11 ctrt1rie. that the grievance flied b'{ =-=-======-;c===�---------­ 
on ha, been ected ucon by this Commlnee on ---------- 

! F 1n1111 Actlor, T el(en 

L�- 
VIII. EFFECTIVITY 

This Grievance Machinery shall take effect immediately upon approval by the Clvil Service 
Commission Regional Office concerned. 

IX. COMMITMENT 

I hereby commit to implement the provisions of this Grievance Machinery and take 
necessary action in accordance with existing civil service law and rules against supervisors or 
officials who refuse to act on a grievance brought before their attention. 

L OB. TACBAS, Ph. 0. 
President 

Chllhman 
Grievance Committee 

/") 
I/ 

itl'Y. LO�E'WZ _. DI-\NIPOG 
CS()ftf�iooAI IOli&tor 

(Signature Over Pr!nlPd Name) 

JUN 2 8 2002 
DATE 

DATE 

.< 
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