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RULE |
General Policies on Appointments

Sec. 1. State shall ensure and promote the Constitutional
mandate that appointments in the Civil Service shall be made
only according to merit and fithess.

Sec. 2. Merit and fitness shall be determined, as far as
practicable, by competitive examinations. This does not
apply to appointments to positions which are policy
determining, primarily confidential, or highly technical.



RULE |
General Policies on Appointments
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Sec. 3. Any action denoting the movement or progress

of human resource in the civil service such as promotion,
transfer, reappointment, reinstatement, reemployment,
reclassification, detail, reassignment, secondment, demotion

and separation shall be known as human resource
action.



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Employment Status

 Permanent appointment — an appointment issued to a
person who meets all QS requirements of the position.



RULE IV
Employment Status, Nature of Appointment and
Other Humanﬂlégquurce Actions

Employment Status

Temporary appointment — issued to an appointee who

meets the education, experience, and training

requirements except eligibility

- Atemporary appointment may only be issued in the
absence of an applicant who meets all the qualification
requirements of the position as certified by the
appointing officer/authority.

- Shall not to exceed 12 months and may only be
renewed once



RULE IV
Employment Status, Nature of Appointment and
Other Humanﬂlégquurce Actions
Employment Status

Temporary appointment — Shall not to exceed 12
months and may only be renewed once

RECKONING PERIOD

- Pelonio’s appointment was disapproved on the ground
that she was previously appointed under temporary status,
and that, her September 1, 2017 appointment was already
on its sixteenth renewal.

- Rule on one (1) renewal limitation of temporary
appointments was introduced in the 2017 ORAOHRA.



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions

RECKONING PERIOD

- In line with the prospective character of the rule, for
purposes of disallowing more than one (1) renewal, it
should not include appointments issued prior to the 2017
ORAOHRA. Pelonio’s prior temporary appointments
cannot be the subject of the provision under the 2017
ORAOHRA.

- Reckoning date shall start from her temporary
appointment issued on September 1, 2017, if any.
Therefrom, she may still be allowed one (1) more
temporary appointment to the same position. Granted the
petition of Pelonio.

Pelonio, Lalaine D., Decision No. 180478, Sept. 5, 2018




RULE IV
Employment Status, Nature of Appointment and

Temporary appointment shall be disapproved/invalidated if the
deficiency of the appointee is any or combination of the education,
training, or experience requirement, except to positions that are:

v hard to fill

v provided by special law (medical officer/specialist positions, special

science teachers, police officers, and faculty positions
v’ other meritorious cases as may be determined by the Commission

xA temporary appointment to a position which involves practice of

profession may be issued to a person who lacks the required experience
or training but only in the absence of an applicant who meets all the
gualification requirements of the position as certified by the appointing
officer/authority.
Temporary appointment issued to a person who meets all the
requirements of the position shall be disapproved/invalidated.



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Temporary appointment

When there are no available qualified faculty in the region, place or locality,
as certified by the appointing officer/authority, temporary appointments
may be issued until the required Master’s degree is met/complied with.

The renewal of temporary appointment shall be limited to five (5)
times only reckoned from the effectivity of CSC Memorandum
Circular No. 25, s. 2017.

Applicable only in the absence of qualified faculty (professor).



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Employment Status

Substitute appointment - issued when regular incumbent is:
« temporarily unable to perform
* 0N an approved leave of absence

* under suspension
* 0n a scholarship grant or on secondment.

This Is effective only until the return of the incumbent.

A substitute appointment is allowed only if the leave of
absence of the incumbent is at least three (3) months,
except in the case of teachers.




RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Employment Status
Substitute appointment —

A position whose duties involve practice of a profession
covered by bar/board or special laws shall require the
appropriate license.

The substitute appointee shall be entitled to the salaries
and benefits attached to the position except for those
benefits requiring longer period of service for the
availment thereof.



RULE IV
Employment Status, Nature of Appointment and Other Human
Resource Actions
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Employment Status

Coterminous appointment - appointment issued to a person
whose tenure is limited to a period specified by law.

« Coterminous with the appointing officer/authority
« Coterminous with the head of the organizational unit
where assigned

Must meet the education, experience, and training
requirements of the position

Eligibility is not required except for positions involving
practice of profession or requiring licenses



RULE IV

Employment Status, Nature of Appointment and Other Human

Coterminous appointment.««

Resource Actions

Nicolas, former Provincial Admlnlstrator Prov. Govt of Quirino,
files an appeal on the CSC RO No. Il decision disapproving
her re-appointment as Provincial Administrator under
coterminous status for failure to meet the required eligibility of
the position.

Nicolas meets the experience, education and training
requirements of the position but this does not exempt her
from meeting the qualification standard for said position.

CSC MC No. 12, s.2011 provides that ‘Appointment to
Administrator, Legal Officer and Information Officer position
In municipalities, cities and provinces, xx, shall comply with
the QS and concurrence by the concerned Sanggunian,
otherwise will be disapproved.

Nicolas, Elizabeth S., Decision No. 150038, Jan. 28, 2015



RULE IV
Employment Status, Nature of Appointment and Other Human
Resource Actions

Coterminous appointment

Rule VIII. Qualification Standards

Section 38. Appointees to primarily confidential/personal staff
positions are exempt from the QS requirements, except those
whose duties involve the practice of a profession regulated by
the Philippine Bar/Board laws and/or require licenses xxx, and
those specifically required by a special law, such as the positions
of Provincial/City/Municipal Administrator, Information Officer and
Legal Officer required under specific provisions of the 1991 LGC



RULE IV
Employment Status, Nature of Appointment and
Other Humagf%ggyrce Actions

e Coterminous (primarily confidential in nature)

Exempt from qualification requirements except for
positions involving practice of profession or requiring
licenses.



RULE IV
Employment Status, Nature of Appointment and
Other Humagf%ggyrce Actions

« Coterminous with the Lifespan of the Agency

 Based on the agency’s Staffing Pattern as approved
by the DBM or the GCG.

 Need not be renewed annually.

 The lifespan of the agency shall be indicated on the
appointment. However, if the performance of the
appointee is below Satisfactory, the appointing
officer/authority may terminate the services of, or
replace the appointee after giving the latter a notice
of at least thirty (30) days prior to the date of
termination of the appointment.



RULE IV
Employment Status, Nature of Appointment and
Other Humagf%ggyrce Actions

« Coterminous with the Lifespan of the Agency

« Must meet the education, experience and training
requirements of the positions as proposed by the
respective Agency Heads and approved by the
Commission.

« Eligibility is not required for coterminous
appointment, except those whose duties involve
the practice of a profession regulated by the
Philippines Bar/Board or special laws and/or
require licenses.



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions
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Employment Status

Fixed Term appointment — specified term of office subject to
reappointment as provided by law, such as Chairperson and
members of commissions and boards, SUC President, and
Head of Agency appointed by the Board.



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions
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Employment Status

Contractual appointment - special contract to undertake local
or foreign-assisted projects or a specific work or job requiring

special or technical skills not available in the employing agency

« Limited to 1 year, may be renewed every year depending on
performance

« Must meet education, training and experience proposed by
agency heads and approved by CSC

« Eligibility not required except for positions involving practice of
profession or requiring licenses

« Includes appointments to positions that are co-existent with the
duration of a particular project based on the agency’s Staffing
Pattern as approved by the DBM or the GCG.

« Entitled to the same benefits enjoyed by regular employees



RULE IV

Employment Status, Nature of Appointment and

Other Human Resource Actions
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Employment Status

Casual appointment for essential and necessary services
where there are not enough regular staff to meet the demands
of the service and for emergency cases and intermittent

pe

riod

Must meet education, training and experience proposed by agency heads
and approved by CSC

Eligibility not required except for positions involving practice of
profession or requiring licenses

In no case shall casual appointment be issued to fill a vacant plantilla
position

Entitled to the same benefits enjoyed by regular employees
Reappointment (renewal) of casual appointments to the same position
shall be submitted to the CSC for notation only, without the need for
approval/validation. However, reappointment to another position shall be
submitted for approval/validation by the CSC FO concerned.



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Employment Status of Teachers

Permanent —meets all the requirements of the position.

Provisional —meets all the requirements of the position except the
eligibility * Scholar-graduates of the Merit Scholarship Program of the
Department of Science and Technology — Science Education Institute (DOST-
SEI) shall be allowed to teach on provisional status, which appointment may
be renewed every school year but not to exceed four (4) years.

Temporary —meets all the requirements of the position except the
education *

*only in the absence of a qualified eligible actually available who
Is willing to accept the appointment as certified by the Schools
Division Superintendent



RULE IV

Employment Status, Nature of Appointment and
Other Human Resource Actions

Employment Status of Teachers

Substitute — regular incumbent temporarily unavailable —
required to possess RA 1080 (Teacher) Eligibility

Contractual — specialized subject in secondary education; part-
time — inclusive period indicated for purposes of crediting services
— not required to possess RA 1080 (Teacher) eligibility



esC

CIVIL SERVICE COMMISSION
Republic of the Philippines
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csC Resolution N

Re: Clarification on Provisional Appointments to Senior
High School Teaching Schools

Promulgated on November 20, 2018

The Commission clarifies that in areas where there is
shortage o{ qualified teachers, automatic renewal of
provisional appointments issued to teachers for the
succeeding four (4) years after the issuance of the first
provisional appointment to the same position as certified by
the DepEd Schools Division Superintendent concerned shall

be allowed. I



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions

Nature of Appointment

Original appointment

the initial entry into the career or non-career service
subject to probationary period under Rule V of the 2017
Omnibus Rules on Appointments and Other Human
Resource Actions



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Nature of Appointment

Promotion

the advancement of a career employee from one position to
another with an increase in duties and responsibilities and
usually accompanied by increase in salary
» upward movement from the non-career service to the
career service and vice versa shall not be considered as a
promotion but as reappointment
» promotion to another agency (promoted employee will be
required to notify the head of agency at least 30 days prior
to assumption to the position).
» special promotions exempted from qualification
requirements but subject to validation



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions

The pendency of an administrative case against any
employee shall not be a bar to promotion.

An employee who has been found guilty of an administrative
offense and imposed the penalty of demotion, suspension or
fine shall be disqualified for promotion for the same period of
suspension or fine.

In the case of demotion, the period of disqualification for
promotion shall be within one (1) year.



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Nature of Appointment

Transfer

« the movement of employee from one position to another
which is of equivalent rank, level or salary without gap in the
service requires:

« Written Notice of transfer = at least 30 days prior to effectivity

date
* Written Notice of acceptance — 30 days from receipt of notice

X No notice of acceptance — deemed approved after lapse of 30 days

from receipt of written notice
X Failure to transfer on specified date - employee deemed resigned.

May be reappointed or reemployed subject to the usual hiring process



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Nature of Appointment

Reemployment

« the appointment of a person who has been
previously appointed to a position in the
government service but was separated therefrom
as a result of reduction in force, reorganization,
retirement, voluntary resignation, or any non-
disciplinary action such as dropping from the rolls
and other modes of separation.

* presupposes a gap in service



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Nature of Appointment

Reap pOI NtMent the issuance of an appointment as a result

of reorganization, devolution, salary standardization, re-
nationalization, recategorization, rationalization or similar events,
including the following:

« The issuance of appointment from temporary to permanent, career
to non-career or vice versa, non-career to another non-career

« The renewal of temporary, contractual and casual appointment
upon the expiration of the appointment or subsequent appointment
of substitute teachers

« Personal or coterminous staff of elective officials, who shall
continue to serve in a coterminous capacity

« NO GAP IN SERVICE



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Nature of Appointment

Reinstatement

« to comparable positions — restoration of a person
as a result of a decision, to career position from
which he/she has, through no delinquency or
misconduct, been separated but subject position
already abolished; issuance of appointment
required

 to the same position/item — no need for issuance of
appointment



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Nature of Appointment

Demotion - movement of an employee from a higher

position to a lower position where he/she gqualifies, if a lower
position is available. It entails reduction in duties,
responsibilities, status or rank, which may or may not involve

a reduction in salary.

 Due to reorganization/rationalization (REAPPOINTMENT)
— salary of the higher position

« Voluntary demotion - same step of the salary grade of the
previous position

« Demotion as aresult of a disciplinary action — adjustment
of the salary of an employee to the next lower salary grade
with the same salary step.



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Nature of Appointment

Reclassification

* Includes downgrading or upgrading when there is a
substantial change in regular duties and responsibilities of
the position

* not subject to QS; vested right

Reclassification of position requires the issuance of an
appointment but the same is ministerial on the part of the
appointing officer/authority.

In LGUSs, no reclassification shall be allowed except when
the position is actually vacant



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions

HR movements not requiring issuance of appointment
expanded to include

« Change in item number

« Salary adjustment - NOSA

e Step increment - NOSI

* Reinstatement to the same position/item

« Demotion as a result of a disciplinary action

« Positions marked as coterminous with the
Incumbent



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Other Human Resource Actions

Reassignment
movement across the organizational structure without a
reduction in rank, status, or salary; requires issuance of an

Office Order by the appointing officer

 Reassignment of employees with station-specific place of work
within the geographical location of the agency shall be allowed

only for a maximum period of one (1) year



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Geographical location — area within the jurisdiction of an

agency.

« NGAs, GOCCs, SUCS - central to regional office, main
campus to satellite campus provided that the office of
reassignment is existing in the organizational structure of
the agency

« LGUs — area within the locality of an LGU where an
employee may be reassigned from the
Provincial/City/Municipal Hall to other areas within the
locality provided that the reassignment is existing in the
organizational structure of the LGU



RULE IV
Employment Status, Nature of Appointment and
Other Human l_Resource Actions

Station Specific Appomtme

An appointment is considered station-specific when:
« the particular office or station where the position is located is specifically
indicated on the face of the appointment paper

« the position title already specifies the station, such as Human Resource
Management Officer, Accountant, Budget Officer, Assessor, Social
Welfare and Development Officer, and such other positions with
organizational unit/station-specific function.

« The reassigned employee who is restored to his/her original
post/assignment pursuant to the decision of the Commission shall not be
reassigned within one (1) year reckoned from the date of restoration to
the original post/assignment. Otherwise, the appointing officer/authority
or the authorized official who caused the subsequent reassignment
within 1 year from the date of restoration may be cited for indirect
contempt by the Commission as provided in Rule 16 of the 2017
RACCS.



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions

Appointment is not station specific

* One-year maximum period of reassignment within the
geographical location of the agency shall not apply

« Employee concerned may request for a recall of the
reassignment citing his/her reasons why he/she wants to go
back to his/her original station

« Reassignment may also be revoked or recalled by the
appointing officer/authority or be declared not valid by the Civil
Service Commission or a competent court, on appeal



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions

Constructive dismissal exists when an official or employee
quits his/her work because of the agency head’s
unreasonable, humiliating, or demeaning actuations, which
render continued work impossible because of geographic
location, financial dislocation and performance of other
duties and responsibilities inconsistent with those
attached to the position. Hence, the employee is deemed
lllegally dismissed.

This may occur although there is no diminution or reduction in
rank, status or salary of the employee



RULE IV
Employment Status, Nature of Appointment and
Other Huma%, gource Actions

Reassignhment that constitutes constructive dismissal
may be any of the following:

 Reassignment of an employee to perform duties and
responsibilities inconsistent with the duties and responsibilities
of his/her position such as from a position of dignity to a more
servile or menial job;

* Reassignment to an office not in the existing organizational
structure;

* Reassignment to an existing office but the employee is not
given any definite set of duties and responsibilities;



Reassignment that constitutes constructive dismissal
may be any of the following:

* Reassignment that will cause significant financial dislocation or
will cause difficulty or hardship on the part of the employee
because of geographic location

* Reassignment that is done indiscriminately or whimsically such
as reassignment of employees twice within a year, or
reassignment of career service officials and employees with valid
appointments during change of administration of elective and
appointive officials.

Reassignment that results in constructive dismissal
must be sufficiently established.




RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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In sum, the features of the rules on reassignment:

« provides avenue for employees with no station specific
appointment to request recall of reassignment;

* provides grounds that constitute indiscrimate and whimsical
reassignment;

 includes provision on reassignment of public health, social
and school teachers and other professions covered by
special laws; and

* pending appeal, reassignment shall not be executory (CSC
vs Pacheo, G.R. No. 178021, January 25, 2012).



RULE IV
Employment Status, Nature of Appointment and
Other Human /Re\§ource Actions
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Detall

temporary movement of an employee from one department or
agency to another which does not involve a reduction in rank,
status or salary.
« provide limit to period of detail to a maximum of 3 years
(Section 5, Item b (3))
 detail without consent shall be allowed only for a period
of one (1) year
* require that detail be covered by an agreement that such
will not result in reduction in rank, status or salary
(Section 5, Item b (4))



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Detall

The employee may appeal the detall order within 15 days upon
receipt to the Commission or CSCRO with jurisdiction if he/she
believes there is no justification for the detail. Pending appeal,
the detail order shall be executory unless otherwise ordered

by the Commission.

The decision of the said CSCRO may be further appealed to
the Commission within 15 days from receipt.



RULE IV

Employment Status, Nature of Appointment and
Other Human Resource Actions

Designation

- Imposition of additional and/or higher duties to be
performed by a public official/employee which is temporary
and can be terminated anytime at the pleasure of the
appointing officer/authority

= perform the duties of another position on concurrent
capacity or on full-time basis;

= designation in an acting capacity or as Officer-in-
Charge (OIC)



RULE IV
Employment Status, Nature of Appointment and
Other Human Re_source Actions
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Designation

- Whether a first level position holder Rebong, who was
designated to perform the duties pertaining to second level
positions, be credited as valid experience for purposes of
promaotion.

- CSC emphasized that CSC Resolution No. 050157 dated
February 7, 2005, MC No. 6, s.2005 provides that ‘designees
can only be designated to positions within the level they are
currently occupying’. Hence, CSC concluded that designation
made in his favor to perform duties and functions of the second
level position, could not be credited for purposes of compliance
with the experience requirement as it violates the rules on
designation.



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Designation

- It is worthy to emphasize that the CSC would consider
respondent to have complied with the experience
requirement were it not for the alleged violation of the rule
against designation of a first level position holder to
second level positions which is stated in CSC MC No. 06-
05, dated Feb 15, 2005 (b) — designees can only be
designated to positions within the level they are currently

occupying.



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions

Designation

- Nevertheless, even if CSC is correct in saying that he
should have never performed the duties of a second level
position, the fact remains that he served as IA 1 in the
defunct EIIB for nine years and as IAl in the BOC for
eight years.

- Itis only fair and just that his experience therein should be
counted In his favor for purposes of promotion.



RULE IV
Employment Status, Nature of Appointment and

Other Human Resource Actions

Designation

- CSC MC No. 06-05 does not even provide for the
consequences of designating a first level position holder
to second level positions. Nowhere in the said Circular
IS It provided that such service would not be credited
in the employee’s favor for purposes of promotion.
CSC'’s petition is denied for lack of merit.

CSC vs Rebong, G.R. No. 215932, June 3, 2019



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Designation

« designation in an acting capacity - ministerial
functions attached to the position but also the exercise
of discretion since the person designated is deemed to
be the incumbent of the position

 officials designated as officer-in-charge - enjoy limited
powers which are confined to functions of administration
and ensuring that the office continues its usual activities



RULE IV
Employment Status, Nature of Appointment and
Other Human Resource Actions
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Designation

« designation to critical positions In the local government
units such as Provincial/City/Municipal Government
Department Head, a copy of the office order shall be
furnished by the HRMOs of the LGUs to the CSC FO
concerned within thirty (30) days upon its issuance.

« Employees designated to positions with duties involving
practice of profession shall be required to possess the
necessary professional license.



RULE V

Probationary Period

Probationary period - period of actual service following
the issuance of a permanent appointment wherein the
appointee undergoes a thorough character investigation
and assessment of capability to perform the duties of the
position enumerated In the Position Description Form
(PDF).



RULE V

Probationary Period

Coverage

*Those who are issued original appointments under
permanent status in the career service and who meet all
the requirements of the positions

* Non-career service employees who are
reappointed/reemployed to a career position under
permanent status



RULE V
Probatigzna(y Period

 Temporary appointees who after meeting the eligibility
requirements for a permanent appointment in the career
service are reappointed (change of status to permanent)

* Those who are reemployed under permanent status

* First-time appointees to closed career positions (faculty
and academic staff in state universities and colleges/local
colleges and universities, Scientists), unless otherwise
provided under the agency Charter



Exempt from probationary period:

 Teachers who, prior to Issuance of permanent
appointments, have acquired adequate training and
professional preparation in any school recognized by the
government, and possess the appropriate civil service
eligibility pursuant to Section 4 of Republic Act No. 4670

* First-time appointees to closed career positions in
SUCs, and scientific and research institutions if so provided
under their agency Charters

* Appointees to positions exempted from the probationary
period as may be provided by law.



RULE V
Probationary Period

Reasons for Termination of a Probationary Appointee

« Unsatisfactory performance or want of capacity

* Failure of the appointee to observe propriety in his/her
acts, behavior and human/public relations

» Habitual tardiness or absenteeism

* Critical factors based on SPMS
 Unsatisfactory Conduct or Behavior
* Neglect of Duty

 Insubordination



RULE VI
Effectivity and Submission of Appointments

If the appointee has taken his/her oath of office and
assumed the duties of the position, he/she shall be
entitled to receive his/her salary at once without
awaiting the approval/validation of his/her appointment by
the Commission. The appointment shall remain effective
until disapproved/invalidated by the Commission.




RULE VI
Effectivity and Submission of Appointments
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If the appointee Is not allowed to assume office despite
his/her receipt of the appointment, or submission thereof to
the Commission for approval, the official/s or employee/s
who caused the non-assumption of the appointee shall
be held administratively liable therefor.



RULE VI
Effectivity and Submission of Appointments
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Section 18. In the case of local government units, the
appointment issued by the appointing officer/authority to a
department head position requires the concurrence of the
majority of all the members of the local sanggunian. The
appointing officer/authority shall submit the appointment to the
local sanggunian for concurrence within seven (7) calendar
days upon issuance, otherwise, the appointment shall be
considered ineffective.

If the sanggunian does not act on the appointment within fifteen
(15) calendar days from the date of its submission, said
appointment shall be deemed concurred.



RULE VI
Effectivity and Submission of Appointments

Services rendered without an appointment

* Not credited as government service
* Not recognized by the Commission

 Payment of salaries and other benefits = personal
liability of the person who made him/her assume
office



CSC

CIVIL SERVICE COMMISSION
Republic of the Philippines

POLICIES ON

FLEXIBLE WORK ARRANGEMENTS
IN THE GOVERNMENT

(CSC Resolution No. 2200209 dated 18 May 2022)



Policies on Flexible Work Arrangements in the Government
CSC Resolution No. 2200209, 18 May 2022

Date of Effectivity
15 JUNE 2022 or after fifteen (15) @
days from its publication in the
Businessworld on 31 May 2022 -




Policies on Flexible Work Arrangements in the Government

Scope and Coverage:

A. Government agencies:
Who 1. Constitutional Bodies;
Are | 2. Departments, Bureaus, and
Covered Agencies of the National Government;
o p—- 3. GOCCs with original charters;
i M A 4. SUCs; and

5. LGUs;




Policies on Flexible Work Arrangements in the Government

Scope and Coverage:

Who B. All appointive government officials and
employees of the above-mentioned
Are agencies, regardless of status of
Covered appointment (permanent, temporary,
" OEEnOnT provisional, substitute, coterminous, casual,

contractual or fixed term)




Policies on Flexible Work Arrangements in the Government

Scope and Coverage:
Who C. JOS and COS

Are | The Department of Budget and Management (DBM)
Covered and/or the Commission on Audit (COA) may
formulate a parallel issuance on the matter for
contract of service (COS) and job order (JO)
workers in government, taking into consideration the
same parameters set forth in the Policies.
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FLEXIBLE WORK ARRANGEMENTS (FWA)

Government agencies may adopt any of the following FWA:

BT FLexipLACE; ”
IEE COMPRESSED WORKWEEK; L

&
B SKELETON WORKFORCE; s
%
B3 \WORK SHIFTING; e
ol £

B FLEXITIME; AND

I OTHER FLEXIBLE WORK ARRANGEMENTS




Flexible Work Arrangements w“

I FLEXIPLACE

Is an output-oriented work arrangement that authorizes officials or
employees to render service at a location away from their office,
either in the:

G-

/\ home/resid - Ju : agency @/"@@. another
A ence of the l:\ f1 satellite fixed place,
| '@

official or

employee,
on a temporary basis duly approved by the head of office/agency.

office, or




Flexible Work Arrangements
3 Types of Flexiplace

“ Work-From-Home
AWork from Satellite Office
AWork from Another Fixed Place




Flexible Work Arrangements b
3 Types of Flexiplace

A Work-From-Home

work at home or their residence




Flexible Work Arrangements
3 Types of Flexiplace

(;;fa

Work from Satellite Office

iInstead of reporting to their office,
report for work at their agency
satellite office near their place of

residence (e.g., central/other
regional office/ field office)




Flexible Work Arrangements b
3 Types of Flexiplace |

Work From Another Fixed Place

render service within the Philippines,
at a place conducive for productive
work and efficient performance of

official duties and responsibilities,
other than their home or residence




Flexible Work Arrangements

CONDITIONS
FOR
FLEXIPLACE

REGULAR - regular and recurring basis and for a
period agreed upon with the supervisor and duly
approved by the head of agency/office

ga—

SITUATIONAL - for ad-hoc task/s or assignment/s that
require/s short period of time or project-based e.g.,
project proposal preparation, reports preparation,
research, case adjudication, and other analogous
circumstances

MEDICAL - for those who are recuperating from a
medical condition

» Duration shall be based on the
recommendation of the attending
physician.

» Request for flexiplace shall be supported
by the medical records



Flexible Work Arrangements

I COMPRESSED WORKWEEK

Calendar
- the forty (40) hours workweek for :3?':
five (5) days is compressed to four s @@ w sl
(4) days or less, as may be s "GO s

applicable.




Flexible Work Arrangements

BEER SKELETON WORKFORCE

- a minimum number is required to man
the office to render service when full
staffing is not possible.




Flexible Work Arrangements

B \WORK SHIFTING

e Applicable to offices/ agencies that observe
work shifting or flexible working time.

e Staggered working hours refers to the existing
24/7 shifting schedule and the flexible working
time schedule.




Flexible Work Arrangements

IR FLeExiTIME

Adopt flexible time from 7:00 AM to 7:00 PM on
a daily basis provided that the required forty
(40) hours workweek is complied with.




Flexible Work Arrangements

I OTHER FLEXIBLE WORK ARRANGEMENTS

- agencies may adopt a combination of any of
the above FWA appropriate or applicable to the
mandate/functions of the agency.




CIVIL SERVICE COMMISSION

General Requirements of FWA:

Q Officials/employees shall render work from 8:00 AM to 12:00
PM and from 1:00 PM to 5:00 PM on all days except Saturdays,
Sundays, and Holidays;

Q Agencies shall ensure continuous delivery of services from
8:00 AM to 5:00 PM, including lunch break, throughout the
workweek;




4
General Requirements of FWA: cSC

Republic of the Philippines

Agencies shall formulate internal guidelines on the FWA they
have adopted and implemented, which are
appropriate/applicable to their mandate and functions;

The internal guidelines shall include tasks

that may be allowed to be accomplished
Q outside the office and other protocols such as
health emergency plans to prevent the spread
of infectious diseases




Parameters in the Implementation of WFH

Research

ormulation o Policy
accounting, auditing and formulation/review/amen

and interpretation of ALLOWED Project work, including but not limited
to, drafting of proposals/

financial records and WFH TASKS project studies/training modules

Budget planning and Data
forecasting encoding/processing

Adjudication of cases or
review of cases,




Parameters in the Implementation of WFH

: . : Preparation of
Sending/receiving e-mail : ) :
information materials
Computer programming Database maintenance
ALLOWED

computation of leave WFH TASKS
credits, preparation of Design work/drafting of drawing plans

Y

computer and the World Wide Web (Internet) for reading,
encoding, printing or submission of written outputs for the
review, evaluation or final presentation/assessment of the



P
General Requirements of FWA: cSC

CIVIL SERVICE COMMISSION
Republic of the Philippines

Agencies shall incorporate in their Public Service Continuity
Plan (PSCP) the adoption of FWA,;

PSCP is an all-hazard plan to ensure continuous
delivery of services to the public amidst any
disruption. It works by highlighting internal
capacities, recovery requirements, and strategies
to minimize damage and loss to essential
processes, ensure succession of leadership, and
Improve continuity capabilities of all government
entities.




General Requirements of FWA:

Republic of the Philippines

Q Employees under FWA shall be entitled to Compensatory
Overtime Credit/ Overtime Pay if they physically reported for
work and rendered services beyond the normal eight (8) hours

on scheduled workdays or forty (40) hours a week;

Q Agencies shall adopt performance standards

and timelines in accordance with EODB, in
consonance with the approved
OPCR/DPCR/IPCR to guide government
officials and employees in the performance of
their assigned task/s.




G en eral Req u i rem en ts Of FWA: CIVIL SERVICE COMMISSION

Republic of the Philippines

Failure to accomplish the assigned task/s within the timelines
set by the agency may be a ground to deny subsequent
requests of employees for flexiplace work arrangement.

Agencies shall adopt a monitoring mechanism;

Agencies shall adopt the use of
videoconferencing/ teleconferencing;




General Requirements of FWA:

Agencies shall adopt security measures to ensure
confidentiality, integrity, and availability of official documents
and other relevant information. Personal data shall be
processed by the employees pursuant to RA No. 10173 or the
Data Privacy Act of 2012.

Agencies are encouraged to use the Philippine
National Public Key Infrastructure (PNPKI) of the
Department of Information, Communications and
Technology

CsSC

CIVIL SERVICE COMMISSION
Republic of the Philippines




General Requirements of FWA:

Online government transactions must be
iImplemented in accordance with COA Circular
No. 2021-006 - Guidelines on the use of
Electronic Documents , Electronic  Signatures,
and Digital  Signatures in  Government
Transactions.

CsSC

CIVIL SERVICE COMMISSION
Republic of the Philippines




Parameters in the Implementation of FWA
1. Flexiplace:

A. WORK-FROM-HOME:

May be adopted anytime,

subject to mutually agreed arrangements between
the officials/employees and their supervisor,

shall apply to those whose assigned task/s
can be accomplished outside the office.




A. WORK-FROM-HOME:

o 2. May be extended to those whose task/s cannot be accomplished
at the office, satellite office, or another fixed place under the
following situations:

emergence of a national or local outbreak of a severe @®=|
infection disease and/or occurrence of natural or man- @:‘ — !
made calamities; and CREAL
place of assignment is within 1 km radius from: \/

» facilities where infected/suspected patients and public
health workers and other frontline workers are regularly
exposed to infectious diseases; and

» calamity stricken area




A. WORK-FROM-HOME:

‘ *When can an official/employee on WFH be considered on excused
absence?

» when an agency has not assigned any other task/s to the
concerned officials and employees who were not able to
produce outputs during the emergence of national or
local outbreak of a severe infectious disease and/or the
occurrence of natural or man-made calamities

(=




A. WORK-FROM-HOME:

3. Tasks assigned should be performed to the full
extent possible in terms of workhours and
workdays per workweek.

entitled to Compensatory Overtime
Credit/Overtime Pay .. ..

- - L]
.......

@ 4. Employees under WFH arrangement are not

-~
~
~
L d L
s @
o

. =
C’ ~,




Parameters in the Implementation of FWA

%, 1 Flexiplace:
R D
B. WORK FROM SATTELITE OFFICE:

the office but may need equipment/facilities that are available in

1. Shall apply to those whose task/s can be accomplished outside
the nearest satellite office

Requires approval from their immediate supervisor or next higher
officer in order that workload arrangement costs incurred by the
satellite office may be properly coordinated




B. WORK FROM SATTELITE OFFICE:

e 2. May be allowed:

» when officials or employees cannot report for work due
to natural or man-made calamities except when WFH is
required by the Office of the President or proper
authorities;

» to those who are stranded due to quarantine protocols,

unavailability of transportation or inaccessible road may
be allowed to work at agency satellite offices.

3. Shall still comply with the prescribed working hours of (f’\
40 hours per workweek




Parameters in the Implementation of FWA

™ 1. Flexiplace:
Wi

C. WORK FROM ANOTHER FIXED PLACE:

1. Shall apply to those whose task/s can be accomplished outside
the office, at a place conducive for productive and efficient
performance of official duties and responsibilities, other than their
home, residence, or satellite office.

Requires approval from their immediate supervisor or next higher
officer.



C. WORK FROM ANOTHER FIXED PLACE:

2. May apply to:

» Officials/employees whose task/s cannot be accomplished
outside the office and are stranded at a place away from their
home or satellite office;

» Provided that the agency has assigned alternative task/s
subject to the performance standards and timelines for its

completion in consonance with the approved OPCR/DPCR/IPCR
and existing CSC rules;




C. WORK FROM ANOTHER FIXED PLACE:

unavailability of transportation, or

3. May also be applied to those who are -
@ stranded due to quarantine protocols, e .. o Pw
- - /‘i 3\ :

iInaccessible road subject to existing L @‘«?3\/

CSC rules.

4. Task/s assigned to government officials or employees
@ should be performed to the full extent possible in
terms of workhours and workdays per workweek.
5. Agency takes full responsibility on the grant of
WFAFP and verification of employees entitlement.
6. Employees under WFAFP arrangement are not
entitled to Compensatory Overtime Credit/Overtime
Pay.




Parameters in the Implementation of FWA
2. Compressed Workweek:

4 =
5 DAY wor
May be allowed to those:

A. whose task/s or portions thereof cannot be accomplished outside
the office, particularly those on skeleton workforce observing the
four (4)-day workweek, and

B. identified by the agency/office head necessary for the continued
operation of the office in order not to prejudice public service
delivery.



2. Compressed Workweek:

@ Workweek options:

Monday to Thursday, Tuesday to Friday,
Monday to Tuesday, and Thursday to Friday,
or

a combination of workdays less than the
prescribed five (5)-day workweek provided
that public service delivery shall not be
prejudiced during the whole workweek
(Monday to Friday).

Calendar



£. .., Parameters in the Implementation of FWA

S S
Y

4 3. Skeleton Workforce:

Skeleton Workforce (SWF) may be adopted, only
when full staffing is not possible;

Shall comply with the normal working hours of not less than eight

@ hours a day for five days a week or a total of forty (40) hours a
week exclusive of time for lunch;




3. Skeleton Workforce:

If this work arrangement is adopted in combination with
other flexible work arrangements, the required working
hours thereof shall be complied with.

workforce shall be determined by the head of
agency; and

The total number to make up the skeleton ®

/




3. Skeleton Workforce:

Those who failed to report to office onsite on their assigned
working days shall be considered absent either as:

v authorized or unauthorized vacation

leave, or r"U'U'U“_ g
v sick leave of absence if medical =
certificate is presented X
: 71| X
O
2.5




Parameters in the Implementation of FWA

4. Work Shifting

@ Shall apply to agencies mandated by law to operate 24-hour
continuous service delivery on a daily basis

@ May also apply to those required to observe

workplace health and safety protocols during the
emergence of any infectious disease, and those

agencies affected by natural or man-made
calamities

o




4. Work Shifting

G Schedule shall be made with prior consultation
with government officials and employees who
are senior citizens, PWDs, pregnant and nursing
mothers, and those with health risks




Parameters in the Implementation of FWA

i 5. Flexitime:

May be adopted provided that they shall render
not less than a total of forty (40) hours a week for

five (5) days a week, exclusive of time for lunch

@ Shall start not earlier than 7:00 AM and end not later
than 7:00 PM




5. Flexitime:

@ Officials/employees may choose their time to report for work
(time-in) in the morning and time to leave the office (time-
out) daily for the duration of the period subject to the
approval of the agency/office head.

Head of departments, offices, and agencies

shall, however, ensure that the public is assured i2

of their frontline services from 8:00 AM to 5:00 s N\
PM, including lunch break. . . .

Flexible Working




5. Flexitime:

In the exigency of the service, working days may also be altered to
Include Saturdays and Sundays; Provided that employees who work
on such days may choose compensatory days-off during weekdays,
provided further that the Saturday and Sunday are regular workdays
and not cases of overtime.

Flexitime may be adopted in case the
Daylight-Saving Time is declared by the
proper authorities subject to the provisions
on Flexitime of these policies.




Parameters in the Implementation of FWA

< : :
@ ®s 6. Combination of FWA:
"
‘ Agencies may adopt a combination of any of the FWA that are

appropriate/applicable to the agency mandate/functions as well as the
location of their workplace:

» Skeleton Workforce and WFH,;

» Compressed Workweek and WFH;

» Work Shifting and WFH;

» Combination of the 3 types of flexiplace; or
» Other combination of work arrangements.




Sample Combinations of FWA

Flexible Work Working Hours
Arrangements

Skeleton Three (3) days in the office and two (2) days WFH at eight (8) hours per day;
Workforce A minimum of four (4) hours to be spent in the office/field and the remaining
and WFH hours in WFH per day; provided the forty (40)-hour workweek requirement shall

be complied with.

Work Shifting  Three (3) days Work Shifting in the office and two (2) days WFH at eight (8)

and WFH hours per day;
Agencies may adopt two (2) work shifts in a day, e.g., 7:00 AM -1:00 PM and
1:00 PM - 7:00 PM exclusive of lunch/dinner, provided that it shall be in
combination with WFH work arrangement to comply with the required forty (40)-
hour workweek.

Compressed A minimum of six (6) hours to be spent in the office/field and the remaining
Workweek and hours in WFH for four (4) days; or
WFH Two (2) days spent in the office/ field and two (2) days in WFH at ten (10) hours
per day
Provided that the required forty (40)-hour workweek shall be complied with.



CsC

CIVIL SERVICE COMMISSION
Republic of the Philippines

O Agencies shall formulate internal guidelines
on Flexible Work Arrangements.

O Agencies shall disseminate the FWA
Internal Guidelines to all its officials and
employees.

O Agencies shall submit a copy of the FWA
Internal Guidelines to the CSC RO
concerned for records and reference
purposes.







