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Republic of the Philippines
DEPARIMENT OF EDUCATION, CULTURE AND SPORTS
UL Complex, Pasig. Metro Manila

June 23, 1994

DECS O'R D E R

No:

Tosd

1

2

Incli:

inclosed is & copy of Memorandum Circular No. 12, 8. 1984 of the
Civil Service Commission amending item 2, Section VI of CsC
Memorandum Circular No. 38, a. 1993. otherwise " known as - the - |
Omnibue  Guidelines on Appointments and Other. Persomel -Actions o
(Dropped from the Rolla). L i SR %

42, s. 1094
AMENDMENT TO CSC MEMORANDUM CIRCULAR NO. 38, §. 1993

Undersecretaries and Aseistant Secretaries
Bureau/Cultural Agency Dirvectors : L
Directors of Services/Centers and Heads of Units 2 « 3

_ Reglonal Directors and Schools Superintendents

Heads of Chartered State Colleges and Universities
Heade of Comminity Colleges and Universities

and Votational Schools
Chiefs of Divieions

For the information and guidance of all Goncerned,

It is desired ' that this Order be given immediate and

wide dissemination for the strict compliance of all concerned.

ARMAND V. FABELLA
Seoretary

As stat@d

Reference:

DECS Order: No. 94, &, 1993

Allotment: 1-2-3--(M.Q. 1-87) J
To be indicated i the Eﬁﬁgﬁﬁg@l Index

under the following sublects:

v AMENDMENT : S : _
* APPOINIMENT, EMPLOYMENT, REAPPOINTMENT

* BUREAUS & OFFICES | e
« EMPLOYRES e

» OFFICIALS

+ RULES & REGULATIONS
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Republic of the Philippines

CIVIL SERVICE COM

SM N

MEMORANDUM %cmt:U‘mR

To DooALL CHEADS COF - DEPARTMENTS, - BUREAUS,  OFFICES ANH
AGENCIES  OF  THE  NATIONAL ~ GOVERNMENT/LOCA
GOVERNMENT UNITS/GOVERNMENT-OWNED AND CQ\N;RR(.)LMM}J
CORPORATIONS AND STATE UNIVERSITIES AND COLLEGES

Subject AMENDMENT NGO, 1 TO «THE OMNIBUS GUIDELINES ON
: APPOINTMENTS . AND - OTHER ~ PERSONNEL = ACTIONS, ~USC
MEMORANDUM C (R@‘HLAR NQ 58 SERIES. OF }903 {(DROPPED
FROM T HE ROLLSy :

In order to promote efficient and elfective personnel administration in government and
to obviate any prejudice to the service, the Civil Service Commission. pursuant. to
Resolution ' No. ‘9M‘kiawd March 10,1994  hereby promulgates the following
procedure to be followed in separating from the service  officials and employees who are
either habitually absent or have vusatisfactory or poor per iorm ance or have shown p !y&mz‘d
and mental unnm&zss o perf‘m m nm duties.

Accordingly, Item 2 of Secti on V1 of the Omnibus (;uxdmnm on Appointments and
other Personnel Actions (M{"‘ 0. 38, & 1993-Dropped from the Rolls), now reads as
foltmws \

2. Dropped from the Rolly:

2.1, Absence without Approved Leave

~An officer or emnployee who is continuously absent withoot approved
leave {AWOL) for ai least thirty (30} calendar days shall be sepatated
- from the service or dmpped from the rolls without prior rotice. . He shall

lmwwm e informed of his separation from the service not later (han {ive
(5) days from its effectivity which shall be sent to the address apu m*\ ng
o his 201 files; amj . : :

Constitution Hills, Batsseng Dambeansa Cotples, Diliesan, Queezon Cik
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If the pumber of unaythosized absences incurred is Jess than thiny A0)
calendar days, written retnen to work order shall be served o the olficial
or employes al his lagt knowa addiass on record, - Faiture on his part o
report for work within the period stated in the order shall be & valid
ground to-drop hiny from e rolls.

2.2. Unsatisfactory or Poor. Performance

a. - An official or employes who s piven two (2) conseeutive wis iistactory

i

ratings may be dropped from the rolls after due notice, Wotice shall

mean that the officer or sployes concerned (8 informed in writing of hig
unsatisfactory performaiice for a semester and is sufficiently warned thiat
a suceeeding unsatisfactory performance shall warrt s Separation from
the service.  Such notice :m\“ be given not later than 30 days from »,he:

Cend o the sentester i shall contatn sul fioient information Swhich shatt

enable the gmployes W prepare .a\w._n,wi.,m;* THEN

An official or employes, who for oue evaluation period is vated poorin

herformance; mayv be dropped frany the yolls afler due not m < Tyga potice:
2

shatl imean tha thce gtficer or empioves 18 informed: In writing of the

‘status of hig pe&riomww not Jater than the 4th month of (it rating

period with sufficient warning that failure to dmprove his per:ﬁarnmnw

‘within the remaining period of the semester shadl warrant His s separation

from: the: service, mw sotied shiall alsocontain suff) icient u‘ziammtmn
which shall enable the emploves fo premre an ex p%:w'ﬂxm. :

, 2.3.Physi«mi -emd Menw U nﬁmﬁfﬁ_&'.‘?ﬁ

al

G!

An mfi;(*w o1 uwpm}, s who s cuntinuously abgent Cor MOKS Nx'm one m
year by reason of iness may be declired phystes!’ uafit to porform his
duties and the head of affics In the exerdise of hig sound Judgment may
consequently drop hiny frony the volls. |

An officer or amployes who 1y ntarmittentiv ahsent o censon of liness
for at least 260 working dave during 2 34 month period may alsa be

- dectarad “\’W‘imm“' unm ke st head GF office,

An officer o emplayes %Em is b&hwmg abinorn ud}\' Lo an ﬁ%ﬁs&xn{%mtai

‘period which manifests cu feaning minial disorder and incapacily (o work

as reported by Kig coeworkiers of mmediate supervisor aml © sonfinmed ¢ by
the hemﬁ of office, way Hkewise be dropped | rony the m‘i“

i



44444

For the purpose of the thyee (3) preceding parapraphs, notice shall be given o
the -employee containing a brief statement of the nature of his incapacily o
work.

2.4.The officer or employee who is separated from the service through any of the
above modes has the right to appe:i his case Lo the CSC or its Regional Olfics
within fifteen (15) days from receit of such order or notice of separation;

2.5.The order of separation is immediately executory pending appeal, unless the
Commission on meritorious grount s, directs otherwise;

2.6.This mode of separation from tie service for unauthorized absences or
unsatisfactory or poor performance or physical and mental incapacity is noi-

. disciplinary in nature and shall no result in the forfeiture of any benefits on
the part of the official or employee wor in disqualifying him from
reemployment in the government; ' ' ‘

2.7.The written notice mentioned in the preceding paragraphs may be signed by
the person exercising 'immediate supervision over the official or cimployee.
However, the notice of separation shall be signed by the appointing authority
or head of office. | ’ :

This shall likewise be without prejudi:& to the reappointment of the official or -
employee to government at the discretion. of the appointing authority and subject to Civil
Service law, rules and regulations. - : . ‘ ‘

Atiached are the sample forms which may be used for the purpose.

‘Thik Memorandum Circular shall také effect inthin fifteen (15) days from its
publication in a newspaper of general circulation. '

o
L RAMON P. ERENETA, IR.
o Conmmissioner -

OLAMNLV/SLE/DIY

N 2L
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Re:  Unsatistactory FPerformance Rating

Flease be informed that for your performance durig the

past o gendetar Cover ey ot periods feans i fute
PR Goovow were givens anunsatistactory rating 1

view of the followings:

&

You o oare o therefore warned that &) gueoesding
unsatisfactory or  poar performance shall  warreant o your
separation from the service (dropping from the rolls)..

. \ : (BupEer vl s )

{hate)

VAR 0 15
ki
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Res  Pogr FPevfornanes Rating

Flease be o dwformed That Yor the SR RERICIINt T 1a Rota -
your performance  has been below standards which may warranl
Cobbve s Beneatier T TR LB 28 LN

arpedr s ira i by e ey e
af the Tollowing particular instances:

: You are ctheredfore warned ORhat Failure to Lnprove vour
performance within  the remaining S period W o¥ the  semeslter
which results to a poor raling shall warreant your Gepai-ation
from the service (dropping from the eolls).

g o

tBupeEvisor)




. MEMORANDUIM
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CRer o Absence Without Dfficial Leave (Less than 30 days)

This Office has been intformed of your continuaus
unauthorized absences  tor the past [ 00 days. Trotitile
connection, you @ are hereby @ directed to. reportoofor Wk
within 3 days from receipt of  this notice . otherwisey you
shall be dropped from the rollu. : :

(Authorized Official)

{Date)

F216(3)
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NOTICEZORDER OF SEPARATION

Tevy

Flease bedntarned  thateffedtive g N
are nhereby considered dropped o fromothe rolla s bhecause @t
Atsence Without Official Leavedlnsatisfactory Ferformanne/
Pmmr'P@mermamﬁmfphyﬁimai!Mwmta&‘ Facapacity as avidenced: by
the folluwing: : ' B

{Head of Dffice/Appointing
cuther ity

{Datey)
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