.. Republika ng Pilipinas N AR
PAMBANSANG PANGASIWAAN NG PATUBIG
(Natlonal Irrigation Admlnlstratlon)
Lungsod ng Quezon :

e MC # 51 , s. 1972
‘ : MENORANDUM CIRCULAR

. TO : ALL CHIET° oF D“DARTHDNTS STAFFS,
SECTIONS , DIVISIONS F?ADS OF .UPRP,
UNDP-GDP, MRPFS, AND COTABATO ‘RIVER
PROJECT;.REGIONAL, PROVINCIAL, AND .
PROJECT IRRIGATION ENGINEERS; IRRI- .
GATION SUPERINTENDENTS AND/OR OFFICERS=-

. '+ IN-QHARGE OF IRRIGATION SYSTEMS/OFFICES
National. Irrlgatlon Administration -

SUBJECT : Classlflcathn bf admlnlstrative offenses
: asi'per MC No. 8 S. 1972 of the Civil
Service Commission and other matters
relative thereto:

Enumerated hereunder are administrative offenses
as classified hy the Civil Service Commission in MC
# 8, s. 1970 in the order of their classification
under the said MC€.

ITI. x x X X X X, adninistrative offenses are
clasgified into grave, less grave and light.

A, The~following,are grave offenses:

1. Grave nmisconduct
" 24 Falslfication in the accqmpllshment of
- daily time record
‘' 3. Dishonesty . :
. &4, Disgraceful or immoral conduct

: . 3. igreputable or dishonest conducp - ¢ %g
. & ° . commlited prior to entering the .. = . -§ ¥
& service : i ¥

" 6. Physical or mental incapacity or
disability due to immoral or vicious
habity
7« Allowing to continue in public service
any suWordinate officer or employee who
. is ineffjicient or incompetent or who is
guilty of any of the derelictions mentioned
in Sec. 19 of CSR XVIII, without submitting
such facts thru the Commissioner, to the
President, or the Rroper Department Head
§. Contracting loans or money or other property
from persons with whom the bureau or office
of the employee concerned has business
relations
9. Purchasing or attenpting to purohase,'
directly or indirectly, property in one's s
custody -or solely under his author;ty :
10, Gross insubordination
11l. Partisan political activity .
::12s Making inquiry ,or giving consideration to
-political or religous opinions or affilia-
. tions of persons examined, or to be examrnag ﬁu
,.or in the appointment or promotion of office #1
.'and employees, or dlscrimlnqtlng against, or
favoring such persons examined or appointed
by reason thereof

T
¥
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13.
1k,

15,

Conduct preJud1c1al to the best 1nterest of

the service S NTRRTN
Conviection by a~comvetent corrt of.a crlme S
involwving rmoral. turpitude o ST
Rece;v1ng for. personal use a fee,zglft, or

. other. valuable things in .the course of

16.
17.
18,

19.
20,

1.
2.
b,

5.

6.
7o

g

30

11,

12,

.13-

1k,

15,

offlcial duties eox in oonnectlon therewith
when such fee, gift or. othen valuable thing
is given by any .person in the ‘hope. or :
;expectation of "ecelv1ng -a, favor:.ox. better
treatment than that accorded other persons
Intentionally meking false. statement in any
material fact g ke
Practioing or attemptmng to practlce any
deception or fraud in .securing his; examlna-
tion, reglatratlon, appointment or: promotlon
Nepotism + | SR A T »p,A;w;f
Oppression. ' e
Willful: violation .of . the prov151ons of the
01v11 Service Act o R
folloW1ng are less grave offenses:

EE) ¥ ™
Irregulhri+1ﬂs in the acconpllshment and
keeping of time record |
Discourtesy in 'the course iof off1C1a1 duties
Gross’ néglect of duty - -t EERN
Reftusdl to perform official duty
Inefficiency and incompctence in the:
performance -of official duties
Borrowing money by superior officsrs or:
lending by subdbordinate tc superior. officers
Lobbying in legisletive halls and offices
without zuthority for pe*sonal 1nterest or
gain
Improper or unauthorizod sclicitation of; °
contributions from subordinate employees
and by teachers or rchcol officials from
‘school; children

T Willful violation. of cffice regulation and/or
.mefusal ‘or neglect to comply with such .provisions

Soliciting recommendation whether oralrior written
for promotion in the competitive service from
person other than bhe employee's supervisor or
havlng knowledge or oonsentlng to such recommendation
Requlrlng an applicant for. employment or any
employee to 3ign :any paper 'or document’ waiving
any right or rights-aceruing to h1m under the
Civil- Seérvice Law:and Riiles °

Receiving additioneal. or double compensatlon
unless specifically authorized by law: .

Assigning a. person app01nted to a. pos1t10n in .
the. classified sevvxce din. a position of a grade
or character nci (ontemplated by the examination
from the results’ of which appointment was made
Employing a person appointed to a ‘pcsition in

the unclassified service to a position.in the
classified service ™ "ir

Making a donation or presenting any eift of
substantial value:by an ‘officer.or employee

to an official to whom he is subordinate, or
soliciting, or :Fsceiving contributions from
‘other: officers.ar employees for .the making of
suoh:-donations. or accepting such dconation or

gift offered or pregented by subordinate employee



16.
17.

~ S

3

Appointing or employing a person in violation
of RA 2260 or rules made thereunder
Paying or causing the payment of. a2 person

~employed contrary to law or in violation of

18.
19.

20..

" 10.

the Civil Service Law and Rules

Lending money.at usurious rate of interest
Directly or indi ryrtly obstructlng, defeating
or viclating the civil r1ghts and libertieés
of an individual

Striking for the purpose of securlng changes
in the terms end conditions cf employment

.folloW1ng are light offenses.

Frequeht absences or tardiness
Habitual drunkenness

Gambling prohibited by law
Ineubordination ’

"Willful failure. to pay just debt :
"Willfull fajilure to pay taxes due the government .

Pursuit of private business, vocation or
profession without permission

‘Frequent absences or tardiness in reporting

for duty cr frequent absences from duty during
regular office hours

Participation; directly or indirectly by
government officials or employees in beauty,
popularity or other contests either by being

a candidate or by soliciting votes or coercing
subordinate ermplovees ta cast, ~biain or solicit
votes in such contests '

Promoting the szlef tickets in. beh f of
private enterprises that are not iidtended fom
charitable or public welfare purposes and eyen

-in the latter cases if thers is.ne-prior %ﬁﬁgprity'
Rt

Iy

Pursuant to the said CSC .Memorandum Clrcular, the
following specific instances shall be considered as
administrative offenses falling within each of the
clasgsified offenses under the said ¥C as herein indicated

opposite

SPECIFIC INSTANC”S

each of the specific instances.

" A VIOLATION OF:

1.Using the premises or facilltles IIT-A-4, CSC MC # 8,

of the

NIA in heaving illicit . 8. 1970

relations.

2+.Having

illicit relations and  III<A-4, CSC MC # 8,

under scandalous circumstances 8. 1970
when either or both employeecs

‘have legal impediments to

contract a valid marriage. o

3.Accepting job orders or services IIX-4A-3, CSC MC # 8,
or receiving materials and supblies S 1970
. below par specifications.

4.Unauthorized use of *he naue of IIT-A-15, CSC MC # 8,
the NIA or any of its officials . 8, 1970
‘in sollclting services, financiel .

. contributions or favors from
private persons.

a~r
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- 4.

SPECIFIC INSTAICES

5. Condqning ‘Financial cbligations
of’ prfvate persons without legal
anthority, ‘to tue preJualue or
th?N.‘o-iv . .

6.mxtend1ng appo;n*men s or deszg-
nations to subordinate ‘employaes
Mithout legai ‘authority oc allowe
" ing any subordinate eniplcyse to
" perform any o‘their work not
otherwise’ con%empiated in his
appointmenb. '

.Maklng it appear in reporto or

" forms Accompljshed that service
was =ctually rendered by falsi~
fying the name .of .the person in

. ‘whttse favor such serrvice shall
have_ been_ renderad.’_

8 Mlsappropriatlng, for per;onal
bepefit,.mqney entrusted by
., third persons,’ for de¢1very as
payment of an AR S o g
favor of “the NIA., ' C

9 Intentional;y with oninn ser- ..

vice of dirrigatic:: Diils oxr
other documents vk .ca must be
served immediately to private
personss - . ’

10.So0liciting. bets or wagq:s of NIA
employees within the off.ce and
during office hours, foi any
game of chance. n

11.Imposing on subordinate employees

to give financial cormtributions
for the bonefit oi any private

person or.organiza*i~..l, or exert-

ing under influence upon subor-
dinate employees under any gulse
for sald purpose¢

12. Engaging.ln blackma’l, or any
activity ‘which may “end to
cause’ jealously, ill-feeling,
anger 'or stranined relations
.among ‘personnel of i2e NIA,

13.Favoritism and giving undue
.privilege in rendering service
to persons with whom the NIA
transacts official business,

14.Abuse. in the v.v .U . sehicles
or equipment.

15. Certlfying f.0 the ccrrectnéss
of any reports or document
without knowing the contents -
thereof .’ :

16.Failure to. submit tlmo cards or
to file appl1cqt on for leave of
absence after a rvacvonable length
of time.,.’

A VIOLATION OF:

III-B-9, CSC MC # 8,

S 1970

III~B~13, csc Mc # 8,

s..1970

¢IT~A-16 CSC MC # 8
8o ]970

Cam e T --.

e el

III-A-g, CsC MC #8,

8. 1970

IIT-A-13, .€5C MC #; 8,
2z, 197C ‘

III-A-~13, CSG MC # 8, .

s. 1970

III-C-10, CSC MC # 8,
s. 1970 |

8,.:L970

' TIT-A-13, CSC MC # 8,

s, 1970

TII~A~13,. CSC MC # 8,

S 1970 '

III-A-13, CSC MC: # 8,
T1970 o e

TIT-B-9, CSC MC # 8,

s. 1970

LT LT

III-B-19, CSC.MC._# 8y:

Bt
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The following instances shall be construed as falling
under paragraph III-C-1 of MC # 8:

1. Arriving late for work for ten (10) or more
minutes (morning and/or afternoon) for more
than five (3) times within = month, shall be
considered as count 1. .

2. Going on halif-days without written permission
for more than three (3) tines within a month
shall be considered 22 count 1.

3. Undertimes incurred without written permission
during office hours for mers than taree (3)
times shall be considered ac count 1.

-4, Going on vacation leave without priosr applica-
tion for one (1) or more days for three (3)
times within a month shall be considered as
count 1,

Going on intermittent sick leave for
one (1) or more days for four (4) times
within = menth shall o used against him/
her in rating hais/her parformance during

~ the current rating period/promotion.

CSC Rule HNo. XVI, C, Section 16(b)provides:

"Sick leave shall be granted only on accéount : -
of sickness on the part of the employee conceymed
or of any member of his immediate family. The
‘term "immediate family" includes . any relative
living under the same roof and dependent upon
the employee for support. Ordinary application
for sick leave already taken not exceeding five

‘ (5) days need nét be accompanied by medical - -
certificates; the head of department ¢f ajency
" ~ ¢oncerned ray cduly determine whether or mot
-granting o6f sick leave is propor under the
circumgtances, Eowever, when sick leave is
applied for in advance or whenever the head
of department or agency doubts the employee's . -
claim of ill-health, satisfactory medical cer=
' tifigatb shall e required." Lttached is the
* medical certificate form for the purpose.

P

5. :For incurring a tctal of three {3) counts in
~ any of items 1-4 above-mentioned or a total’
of five (5) ccunts of a combinztion of the
above items within thé semester, the corress

ponding administrative offense shall be
ingtituted a2gainst the offending employee.

For purposes of Items 1 tc¢ 4, it shall be the
responsibility of thkas Chief of Tepartment- er Staff,
Regional Irrigation Engircors, Irrigation Superinten-.
dent concerned to iscus = warning in writing and/or
admonitioni to any offending personnel committing any.
of the said acts for the first and second time, | .
furnishing the undersigned (ATIN,: ADMINISTRATIVE DEPT.):
a copy of ‘the written warning and further to forward“a
record of the acts 2bove mentioned including undertimes
as reflected in the employees approved Locator Slip.
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3 s’It éhall be the responslbllity of. the Administrative
foicers “in the -@éntral-0ffice, NIA=UNDP-GDP, and MRPFS,
the:Bfisinéss Managér/Administrative -Officer of ‘the UPRP,
atid’ theé-Engineering Administrative Officers/Administrative
ASgistants of ‘ficld cfficee to bring to the.attention of
4$Hé” undersigned (Attn.: Chief, Administrative Department)

any comm1531on and/or omiqs1on of the offenses hereln cited.

For speedy course of action in enforclng adminlstrative
discipline, the immediate supervisor of ‘the 6Pféhding
employee siall initiate the noeetsary acgtion and the next
higher supervisor shall forward the same to the undeérsigned,
thru the Administretivs Department, together with a preli-
minary report citing the circumstances surrounding the
commlssion/omlsuion of the particular offense.: SRS

It shell be the respcasibility of the Chief, Adminis-
trative Department of the Central Offige- to forward the
above citeu Report to the undersigned (Attn.: Legal Staff)
for evaluZtion and institution of the correspondlng admine
istrative action,

.z

It shall be the wrrs—emsibility of the respec%ive
Chief of Off 'ces von:..: ﬂ <5 soo to it that the cotents
of this memo*andum-c1rcal are widely disséeminated and
explained to 1is sabordin“tes/new employees. He* shall,
likewise, fu—nish a copy of this memo-circutar:to all"
subordlnafes who shall ack;ow1edge recelpt ‘theree®, - ¥

”‘l',LJ(JJ

NIA® Memorandun Circular No, 30, series- of 1968 is

hereby modifled repea Lad ancovdingly. - ULt
‘a]
This memorandum-c; sular skall take effect October 1,

1972. -

Strict compliance hereon is enjoined.

(SGD.) ALFREDO L. JUINIO
’ Administrator
September L, 1974 . o Y

/dfu/Commlttee on Disclnllne . - N
Encl.:'a/s T L

vl .




PHILIPPINES CIVIL SERVICR
MEDICAL CRRTIFICATHTN

I hereby waive all rights and privileses nertaining to professional confi-
dence between physician and patient, and the physician accomnlishing this form
is authorized to angwer in detail all auestions contained harein.

(Signature of Patient)

-

L

(NB. - Attending physician should fill in the blanks below. "EBvery detail
should be answered to avoid delay in action on application for leave submit-—
ted by the patient.) -

of the Bureau of

(Name of Patient)
having made application for leave of absence on account of illness, T do Here-
by certify that I was the applicant'!s actusl attending physician from

— , 19 , to > 19 s inclugive and from my -
professional knowledge of the case the following statements are submitted,
as contemplated by the provisions of Section 8 of Civil Service Rule XVI.

‘Name of diséa se or disability

Nature of disecase or disability

5 Under this heading, in addition to ~iving fully the etiology
of the disease or disability, the nhvsician must either state
( in the language of the "xecutive Crder. ""hers are no indica-
( tions whatsoever that ths dis:nse named was due to immoral or
( vicious habits" or sivs the indications. :

|
\ : N

v

History
Bescription -
A Iaboratory test or oxamination was made in thig cass.
' . (his house) ‘ iy . . ‘
The applicant was confinad to (hospital)from : ; 19
to : j , 19 , inclusive. i o

rae ¥

I HERE3Y CERTIFY that the above statements are complete and trye in

- every detail, and_that in congequence of the diseage or the disability above

spe!c?trfied thé Bpp]icant WAS iilqand unable to be on duty on accpunt of iYlnesg
from -, 19 to , 19 ,inclugive,and
that his claim is meritorious. '

(Signature) , M.D.
" : Pogt—0ffice address
3J0-CENTAVO .
DOCRMENTARY
STAMP
Date , 19
dfu ’

9/18/72



