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SUBJECT RevIsed PPA Grievance Machmery

Pursuant to CIvil Service Commission Resolution No 010113 dated January 10,2001,
and CSC Memorandum Circular No 02 S 2001, the Philippine Ports Authority hereby
adopts the herein revised policies In the settlement of grievances In the Philippine Ports
Authority

OBJECTIVE

It IS the pohcy of the Philippine Ports Authority to promote harmony In the workplace
In thiS purSUit, the Revised Grievance Machinery alms to

1 Create a work atmosphere conducive to good supervisor-employee relalionshlp

2 improve employees' morale

3 Foster and enhance productivity of each employee In the Philippine Ports
Authoniy

II SCOPE

The Grievance Machinery shall apply to employees occupYing first and second leve!
pOSitIOnsIn the Phl!lpplne Ports Authority including non-career employees occupYing
casual/contractual and co-terminus positions

III DEFINITIONS OF TERMS

1 PAMBANSANG TINIG AT U\KAS SA PANTAU\N (PANTAU\N) - Accredited
PPA Employee Union pursuant to EO No 180 and ItS Implementing rules and
regulations

2 BillS Aksyon Partner - IS the counterpart Action Officer of the CIvil Service
Commission under the Mamayan Muna Program pursuant to esc MC No 3 s
1994

3 Grievance - a work-related discontentment or dissatisfaction which had been
expressed verbally or In writing and which, In the aggneved employee's OpiniOn,
has been Ignored or dropped without due conSideration
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4 Gnevance Machinery - a system or method of determining and finding the best
way to address the specific cause or causes of a grievance

5 Gnevance Committee - A dul'l constituted body, hereinafter referred to as the
"Committee' equally composed of representatives from management and
employees, the main functions of which are the settlement of grievances

6 Public Sector Labor-Management Council (PSLMC) • the Council responsible for
the promulgation, ImplementatIon and administration of the gUidelines for the
exercise of the right of government employees to organlz:e pursuant to Executive
Order No 180

IV BASIC POLICIES

1 A grievance shall be resolved expeditiously at all times at the lowesllevels/unlts
In PPA However, If not settled at the lowest level pOSSible,an aggrieved party
shall present his or her gnevance step by step followlOg the hierarchy of
positions

2 The PPA Revised Grievance Machinery shall address grievance between or
among PPA offiCials and employees

3 The aggrieved party shall be assured freedom from coerCion, dlscrimmatlOn,
reprisal and biased action cn the grievance

4 Gnevance proceedings shall not be bound by legal rules and technicalities Even
verbal grievance must be acted upon expeditiously The services of a legal
counsel shall not be allowed

5 A grievance shall be presented verbally or In wntIng In the first Instance by the
aggrieved party tc hiS or her Immediate supervisor The latter shall, Within three
(3) working days from the date of presentation, Inform verbally the aggrieved
party of the correspondmg action

If the party being complained of IS the Immediate supervisor, the gnevance
shall be presented to the next higher supervisor

6. OffiCials or supervisors who refuse to take action on a gnevance brought to their
attentlcn shall be liable for neglect of duty In accordance With eXlstmg CIVil
service law, rules and regulations

V APPLICATION OF GRIEVANCE MACHINERY

1 The follOWing Instances shall be acted upon through the PPA Gnevance Machinery



1 1 Non-Implementation of policies, practices and procedures on economic
and fmanclal Issues and other terms and condllions of employment fixed
by law, Includmg salaries, mcentlves, working hours, leave benefits,
payment of overtime pay, unreasonable Withholding of salaries and
mactlon on application for leave, among others,

1 2 Non-Implementation of policies, pracllces and procedures which affect
employees from recrUitment to promotion, detail, transfer, retirement,
termination, lay-ofts, and other related Issues that affect them such as
failure to observe selecllon process m apPOintment, and undue delay m
the processmg of retirement papers, among others,

1 3 Inadequate phYSical workmg conditions such as lack of proper ventilation
of the workplace, and inSUffiCient faCilities and equipment necessary for
the safety and protection of employees whose nature and place of work
are classified as high risk or hazardous,

1 4 Poor Interpersonal relationships and Imkages such as unreasonable
refusal to give offiCial Information by one employee to another,

1 5 Protests on apPointments, and

1 6 All other matters giVing rise to employee dissatisfaction and
discontentment outside of those cases enumerated above

2 The follOWing cases shall not be acted upon through the PPA Grievance
Machinery

2 1 DIsciplinary cases which shall be resolved pursuant to the Uniform Rules
on Administrative Cases

2 2 Sexual harassment cases provided for In RA 7877, and

23 Union-related Issues and concerns

VI GRIEVANCE PROCEDURES

The procedures for seeking redress of grievances shall be as follows

DISCUSSionwith Immediate SupervIsor At the first Instance, a grievance shall
be presented verbally or In writing by the aggrieved party to hiS or her Immediate
supervisor
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The supervisor shall Inform the aggneved party of the corresponding action
within three (3) working days from the date of presentation

Provided, however, that where the object of the gnevance IS the Immediate
supervisor, the aggneved party may bnng the grievance to the next higher
supervisor

2 Appeal to the Higher Supervisor If the aggrieved party IS not satisfied With
the verbal deCISion, he or she may submit the grievance In wntlng USIng the
prescnbed Grievance Form which is herein attached as Annex "A" Within five
(5) days to the next higher supervisor who shall render his or her deCISionwlthm
(5) working days from receipt of the grievance

3 Appeal to the Grievance Committee. The deCISionof the next higher supervisor
may be elevated to the Grievance Committee Within five (5) working days from
receipt of the deCISIonof the next higher supervisor

The Head Office, PDO/PMO Grievance Committee may conduct an Investlgalion
and hearing Within ten (10) workmg days from receipt of the grievance and
render a deCISionWithIn five (5) workmg days after the mvestlgalJOn Provided,
however, that where the object of the grievance IS the HO/PDO/PMOGrlevance
Committee, the aggrieved party may submit rre grievance to the ASSistant
General Managers concerned

In the e-Jent that an agreement IS reached or rhe aggrieved party ISsatisfied With
the deCISion, the subject of the gnevance, the aggrieved party and the Chairman
shall sign In the Grievance Agreement Form whIch is herein attached as Annex
"8" to abide Withwhat has been agreed upon dUring the settlement of the case

4 Appeal to Top Management. If the aggrieved party IS not satisfied With the
deCISion of the HO/PDO/PMO 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 the ASSistant General Managers concerned 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 is the ASSistant
General Managers concerned, the aggrieved party may bring hiS or her
grievance directly to the General Manager

5 Appeal to the CiVil Service CommiSSion Regional Office - If the aggrieved
party is not satisfied With the deCISion of the General Manager, 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 Together With the appeal, the aggrieved party shall submit a
Certification on the FlIlal ActIon on the Grievance (CFAG) usmg the herem
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attached CFAG Form marked as Annex "C" The CFAG shall contain, among
other things, the following Inforrnatlon history and final action taken by the
General Manager on the gnevi.nce The CIvil Service Commission Regional
Office shall rule on the appeallr accordance with eXisting cIvil service law, rules
and regulalions

VII GRIEVANCE COMMITTEE

1 The Head Office Gnevance Committee shall be composed of the following

Assistant General Manager, Finance
& Administrative Services

Manager, •••••••••• HRMD-
Manager, Legal Services Department
Manager, Personnel DIvIsion
PANTALAN Second Level Representative
PANTALAN First Level Representative
Duly designated Bills Aksyon Partner (BAP)

Chairman
Member
Member
Member
Member
Member
Member

The Personnel Relations Section, Personnel DIvIsion, Administrative Services
Department shall provide secretanat services to the Head Office Gnevance
Committee

2 The PDO/PMO Gnevance Committee shall be composed of the following

FOR POD

Port Dlstnct Manager
Manager, Resource Management DIVIsion
Manager, Legal Affairs DIVISion
Pantalan Second Level Representative
Pantalan First Level Representative
Duly designated Bills Aksyon Partner (BAP)

Chairman
Member
Member
Member
Member
Member

The Administrative Services SectIon, Resource Management DIVIsion,
Port District office concerned shall provide secretanat services to PDO Gnevance
Committee

FOR PMO

Port Manager
Manager, Resource Management DIVIsion
Manager, Port Services DIVISion
PANTALAN Second Level Representative
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PANTALAN First Level Representative
Duly designated Bills Aksyon Partner (BAP)

Member
Member

The Adnllolstratlve Section, Resource Management DIvIsion, Port Management
Office concerned shall proVIde secretanat services to the PMO Gnevance
Committee

VIII RESPONSIBILITIES OF THE GRIEVANCE COMMITTEE

In addition to finding the best way to address specific grievance, the Gnevance
Committee of Head Offlce/PDOIPMO shall have the following responsibilities

1 Establish Its own. Internal procedures and strategies Membership In the
Gnevance Committee shall be conSidered part of the members' regular
duties,

2 Develop and Implement pro-active measures or actiVities to prevent gnevance
such as employee assembly which shall be conducted, at leas!, once every
quarter, "talakayan", counseling and other HRD Interventions Mmutes of the
proceedings of these actiVities shall be documented for audit purposes,

3 Conduct continuing informatIOn dflve on Gnevance Mac:llner! among officlais
and employees In collaboration With the Personnel Unit concerned,

.:; Conduct dialogUE:between and amo'1g the parties Involved,

5 Conduct an investigation and hearing Within ten (10) working days from
receIpt of rhe gnevance and render a deCISion Within five (5) working days
after the Investlgali on, PrOVided, however, that where the object of the
grievance IS the HO/PDO/PMO Gnevance Committee concerned, the
aggrIeved party may sucmlt the grievance to ASSistant General Managers
concerned,

6 Direct the documentation of the grrevance including the preparation and
signing ofwntten agreements reached by the parties Involved,

7 Issue Certification on the Final Action on the Grievance (CFAG) which shall
contain, among other thln~s, the following mformatlon history and final acllon
taken by PPA on the gnevance, and

8 Submit a quarterly report of Its accomplishment and status of unresolved
gnevances to the CIVil Service CommiSSion Regional Office concerned
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IX EFFECTIVITY

This Gnevance Machinery shall take effect upon approval by the General Manager
and subsequent approval of the Civil Service Commission-National Capital Region

This Memorandum supersedes PPA Memorandum Circular 01-85 dated
January 14,1985 and all other Issuances which are inconsistent hereWith

,
I

Gnevance Form
Gnevance Agreement Form
Certlilcatlon on the Final Action on the GrIevance
(CFAG)

Annex "A'
Annex'S'
Annex 'C'
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