GRIEVANCE MACHINERY
OF

NATIONAL TOBACCO
ADMINISTRATION




Republic of the Philippines
Department of Agriculture

NATIONAL TOBACCO ADMINISTRATION
Sct. Reyes 5t,, cor. Panay Avenue

Quezon City

SPECIAL ORDER No._@_s. 2014
07 November 2014

In line with the duly approved Grievance Machinery of the National Tobacco Administration {NTA),
pursuant to Section 35 of P.D. 807, Rule Ill of Civil Service Rules, as amended by CSC Memorandum
Circular No. 45, s. 1989, and Rule XlI, Book V of Executive Order No. 292, the composition of the NTA
Grievance Committee is hereby reconstituted, to wit:

A. Central Office
1. The Deputy Administrator for Support Services or his representative to act as Chairman;
2. The Manager, Administrative Department;
3. The Manager, Internal Audit Service;
4. Two (2) rank and file employees chosen at large;
5

An alternate for higher supervisor and employee in case the complaint concerns any of
the members of the Committee; and

6. Two {2) EANTA members chosen from among themselves to sit in the Committee oniy
for grievance existing between the management and the EANTA.

B. Branch Offices
1. The Branch Manager to act as Chairman;
2. The Division Chief for Operations;
3. The Administrative Officer;
4. Two (2) rank and file employees chosen at large;
5

An alternate for higher supervisor and employee in case the complaint concerns any of
the members of the Committee; and

6. Two {2) EANTA members chosen from among themselves to sit in the Committee only

for grievance existing between the management and the EANTA.

The Committee members are hereby tasked to implement the NTA Grievance Machinery, as approved
by the Civil Service Commission.

Likewise, the Committee members are tasked to conduct an orderly election of the two (2) rank and file
employees to be chosen at large.

This Order takes effect immediately and shall remain in full force and effect unless sooner revoked.

9 /
=/
EDGARDO D. ZARAGOZA
Administrator /



MEMORANDUM

FOR

THRU

FROM

SUBJECY

DATE

Republic of the Philippines
Deparumient af Agricu{ture
NATIONAL TOBACCO ADMINISTRATION
Panay Avenue, cor. Scout Reyes Street

Quezon City

The ADMINISTRATOR

The DEPUTY ADMINISTRATOR
For Support Services

The MAMAGER
Administrative Department

GRIEVANCE MACHINERY OF THE NATIONAL TOBACCO
ADMINISTRATION {NTA)

07 November 2014

Anent the above subject, the undersigned respectfully submits, as follows:

a. The NTA has established a Grievance Machinery, as approved by the Civil Service
Commission (CSC);

b. The implementation thereof, however, has remained inactive; and

c. The lLearning and Growth Perspective has now been included by the Governance
Commission for Government Owned or Controlled Corporations {GCG), in the
Performance Commitment of the NTA for CY 2015.

In the light of the foregoing, the undersigned respectfully recommends the activation of the
implementation of NTA Grievance Machinery and the reconstitution of the Grievance

Commiittee.

Enclosed, is a proposed Special Order to the effect and a copy of the subject Grievance
Machinery, for ready reference.

Respectfully submitted.

CR

nager, Administrative Department
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GRIEVANCE MACHINERY

Prursuant to

Ah of PLD. 807, Rule 111 of Ci
Mrmmrnndum Circular No. 45, s
cutive Order’ HNo. 2"'»‘?e this
stablished for the guidance of. all MTH RS T

Mdthjn Y
nfficials

RATIONALE

The Maticnal Tobacco administration (MTA) in its desire to
create an atmosphere conducive to good and harmonious SUDEr W Isar
zuboirdinate relations and the improvement of smplovee morale, i3
p;nmulqutod 1hﬂ_ﬁ ;nlr and e U]J*l@”a govnrnlng e»pod1!10ua fair 'R

OBJECTIVES

The . guidelines are intendsd to help promots peace, harmony, -
Al ﬁro.xcf1v1ty through a better emploves-managément relations. i
Specifically,. Thess guidelines should help the NTa fo:
1. Pravent. discontentment and d;«@n*hanhm@nr betwean  and
among emplovaes and offi61als, )

. . . : L i . i

2. Cstablish an orderiy method for handling disputes |

f:

B ) ' ) K

e at the lowest possible lasvel of the =

appeal from the resulbts of  bhe
by step .until __a final,
zion 1s reached. ’

-

DEFINITION OF TERMS : :

The terms used In the guidelines are operationally defined as

Follows: &

L. Complaint - ‘5ed (writt o :
spokan ) feel IOMD ASDHE s of

e woriod ne s or status whioch are ;

- l,

oubsids i
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an Grigvance - refers to a complaink in weiting which has,
in the firv instance and in & employgs sIeRRIRRals olcl
y { t T AMCE 3 in the en l)wk S numnqkuﬁq
Parared . oueeeldden or dy oppasad wi b \I\ (M (‘hln CONE T a e
Gl iliavanoe ¢
Al f:ndllfl? to the mt1hnd of ST L e
{w.8 & is n i
e i 1 ” rernecly Canse or

gr i " u.“‘»_,b‘ -
ar Modes of Sattling d Disputes

4.1 Conciliation - eIere Whie e
feonciliator) i ne the

@rnecourages  them
Eham  1n

solutions.

: their
oping. theln

4.2 HMediation -~  proc
{mediator) is more
reach acceptable UlUL

whareby a  bhird DAty
dve in assisting the L e
ions to the problems and help
the disputing parties develop or come out with an
accaephtable solution. He can even submit his
proposals for the settlement of disputes

OWn

D W

Arbitration =  process  whareby &  third Aty
(individual arbitrator, a board of arbitrators or
an.arbitration court not acting as a court) is

empowsred to-make a d@hlﬂlon which 41$00§s\ ‘of fhm
dispute.

SCOPE BF GRIEVANCE MECHANISM

complaints and grievances may exist  between and among
individual employees,“between anplovee and supervisor, and betwaan
amploves and management, Provided, However, That, it shall not
apply to cases of dissatisfaction with official actions- taken by
the management or in disciplinary cases,

Complaints and arisvances may refer to any of the ff:

1. Mon-economic issues

1.1 Policies. practices and procedures which affect
enployess from recruitment to promotion, detall,
transfer, retirement, termination, lay-offz, atc.

1.2 PFhysical working conditions

. - . a & F o
1.% .Interpersonal and inter-organizational linkages and
) relationships.

‘ ‘
1.4 @rbitrary exerciss of discretion and/or management -

prerogatives

l
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pnliclés, practices, and procedures on economic Lssus
such as  flnano and other terms and ocondibions of

snplovment ae Fived by law

[smnes

patwesn the manadasment and the O

emp Loves association (HTAES)

5.1 nnnmxc issues and other sconomic packages fixed
hy Taw

3.2 Political issuas
& Recoanition and coverage of negoktiating unit
b gomsaciation security and check off

[ viglation of provisions and/or policies on
gelf-organization

2.5 ¥Winlation of woluntary agreements
the association and managemsant

sy and all matters giving rise to
dissatisfaction . - . &

amployee

“BASICTT PDLICIES

l,

Fmployee« shall have the right to present the

complaints and/or grievances to the management and have
them settled as expeditiously_as possible in the best
interest of the employvee concerned, the agency, and the
government as a whole. '
Compl
dis

ints "and grievancas shall net apply to
satil
manag

faction with official actions tak»n

casas of
=
ant of the NTa or in disciplinary

a
t by  the
2m

CESES .,
o emploves without rasorting Lo
precedures, may discus

formal grilevance
informally any problem relating
to conditionas of emplovment with supervisors. d -

n pro~ﬁnfl 3 ©o

aint ar gwihvnnce t!? M L oyme
shall be a )

saurad fre Trom cosrelon, scrimination,
o rmpri;5l_aqg of Wooand imnartial sﬁtr ament of
auch complaint-or

Complaints and/or grievance shall be considered not anlwy
in relation to its alleged oblject but also in relation to
the personal situation of the complalnant.

Complaints and/or grievances shall be resclved at the
lowest possible level in the Agency.

reached belwean |

e
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GEolewvane droceaedngs shall onot be b vd by formal.iogal b
rules and ftechnicalitbios
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COMPOSTITION OF THE GRIEVANCE COMMITTEE ‘

A.  Central Office A i ?

L. &) sdminisi o f@r Support Services or hil :
repressntative to act as Chairmansg

E. Manager, Adminiztrative Department; ;

1

& The Manager, MiC %

: s

4. Two (2) rank and Fils employess chosen at large; &

5. Aan alternate for higher suparvisor and emploves in :
caza the complaint concerns any of the membars of Lot
the Committee: : .

& Two (2). association wemberﬁ_ chosen from among
themselves to sit in the Committee only for
arisvance sxisting betwsen the management and the Pt

recognized 1?70“]ar1on

e

= Branch OfficeS
L. Branch Manager to act as Chairmah; p

Z. Two (Z) Uivision Chiefs;

5. Administrative Officery
4. Two (2) rank and file emplovess chosen at large:

i fan alternate for higher supervisor and emplovee 1n .
case the complaint concerns any of the members of 0
the Committes:

[ Two (2 membars  chosen from among {;
I
f
|

them-ct

1t 1n the Committee only for
‘ting between the management and the

) recognlz sociabion. R
GRIEVANCE PROCEDURES _ i

3

The procedures for azking recdress for complalnts and

1
grievances shall be as followsn: i
i
.
4
i
I
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Fiom b

Moo L A ne

Pt e

n zotl orally his
P iiate sopsrvisor who shall o within

el
ot .
| &

trlvee ey

O presonpbatyoon Lnform

b o

nots
submit
WK neg
Fis  immes

with the oral

10

ofF the
s o b
Wil b ben  complaint
immadiate supervisar who shall
forward the grievance with his commants within filve
(57 working days to the next higher supervisor, who
shall within five (5) working days from raceipt
thaereof inform the smplovee in writing., thru the
immediate supervisor, of the decision. PROVIDED,
HOWEVER, That, where the object of the cemplaint is
the immadiate superviseor, the complalnant may bring
the grigvance ta the next higher suparvisor who
shall Take proper action within five (5) working
days from receipt of the complaint.

the complainant - s - not satisfied with the
decision of the higher supervisor, he mnay appeal
hiz grisvance to the Grisvance Committes within
five (5) working dayvs from receipt of the decisi
“TFiru the higher supervisor. After makin
comments, the bilgher supesrvisor shall forward :
complaint within five (5) working days fto the
Grievwance Commititee, who shall within ten (10}
woerking days from receipt of the complalnt, conduct
an lrnvesztigetion and  hearing. The Grievans
Commmi bhee shall furnizh the complainant with a cc
F its decision within five (5) working davs after
: stigation and hearing, thru the highear
immediate supsrvisor. PROVIDE
@ the obiect of the complain
isor, the complainant may brinag
tiv te the Grievance Committes,
FURTHER. That, if complainant is- not
dowith bhe decizion of the Branch Gri
. aa, he may elevate the same to the
Commlittes of the Central Office.

s

I¥ the complainant is not satisfled with the
decision of the OGrievance Committee, he may elevate
nis, grievance thru the Committes to the NTA - top
Managament within five (51 working
receipt of the

male  the  de
af

days  from
daecisiaon. The top management shall
sion within ten (L) working days
pt of the complaint. PROYIDED,
HOWEVER, That, where the obijsct of the complaint is

the e
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B Manhsqement .
graasvancs directly o

with  Che
it

The o) * % 1

rEsons der=tlun with the if he is not :Jﬁiffibﬂ
with its decision, within Tiwve
Tram receipt of bthe decisian.
be resolved within five (5)
recesipt theraof.

The Commission’s decision i
axecutory unless appeal Tr
brought toe the propsr courts

ana

S
@in is

For a membat of a recognized associstion who would
like teo present grisevances through the body, he
must submit his grievance in writing thru ths
azsociation president or his aubhorized
represantative.  Any and all subseguent asctions of
Ches member-enploves, immediate supsrvisor, higher
supervisor, Grievance Committes, Top- ﬁdnagem@mt,
and Civil Service Commission shall

associdtion président ar his
represantative.

pass thru the
auvthorized

TF there is a deadlock, either or both parties may

appaal  to the Public Sector  Labor Management

Counsil (PSLMCY  thru  ths 0OF for  Personal

Ralations which in turn shall mHumJi to the

its comments within five (%) working
ipt of = complaint.

PSLLMC
days afber

The PELMC shall render its decision . wibthin thirty
(500 working dafa thereatter. The deci

Council shall - frﬂw?, tindinag, =
drless appaal i: r ought to the proper ocourts,

The complainant shall fill up the grisvance
which shall provide the following information:

@) Mame of the Complainant
f Position ©itle

ol Designabtion
I (EAat; t Section/Division of assiganment

i
] : !

&) lmmPuldLO ipatrvisor
3 Present Department/Unit of assigoment
) Higher Supervisor

h1 Mature of Griavancs

bat
iz
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femgs g wmed
30 Signature of Emploves
! Date of Titing from the 1o in the
R NeY
DECISTION IMPLEMENTATION
~iwion of the concerned authori

ot immediately andfor upon receipt of thne decision

invelvad.
RESPONSTIBILITIES .

ALL record

involving complaints and grisvancas zhall be Kept
Poy bhe Human warces Division of the Administretive Departmant
and by the Records Officer of the recognized association.

EFFECTIVITY CLAUSE

of th

The grievance machinery shall be made sffective upon approval
e Civil Service Commission.
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