Republika ng Pilipinas

do WX |3 Nuprq - PAMBANSANG PANGASIWAAN NG PATUBIG

(National Irrigation Administration)
Lungsod ng Quezon

JMW MC # 28 s, 1985

TO

MEMORANDUM CIRCULAR

¢ THE ASSISTANT ADMINISTRATORS; HEADS OF DEPARTMENT/
STAFFS, REGIONAL IRRIGATION DIRECTORS, PROJECT/
OPERATION MANAGERS, PROVINCIAL/PROJECT IRRIGATION
ENGINEERS, IRRIGATION SUPERINTENDENTS AND ALL OTHERS
CONCERNED
This Agency

SUBJECT 3 CSC Circular No. 5, s. 1985 dated April 12, 1985 -

Study and review of contracts of personnel and
management services and of services of detailed

personne 1.

For the information, guidance and compliance of all concerned,

quoted hereunder is CSC Circular No. 5, se 1985 on the above subject
matter.

1O 3. All Heads of Ministries, Bureaus and Agencies of
National Government, including Government-Owned
or Controlled Corporations and its Subsidiaries,
and State Colleges and Universitiese.

SUBJECT 3§ Study and Review of Contracts of Personnel and
Management Services and of Services of Detailed
Personnel.

It has come to the attention of the Commission that a
substantial volume of the regular work in government is
being performed by contractual personnel, consultants hired
from private firms and detailed personnel.

The hiring of contractual personnel including private
consultants and the use of detailed personnel are resorted
t? as short-term measures to meet the exigencies of the ser-
vice or specific requirements of a special project. However,
when these types of personnel are employed and assigned to
perform regular or recurring functions, deterioration in the
efficiency of in-house capabilities and of the morale of re-
gular emp]dyees may result particularly in agencies where there
are existing organic units or personnel who are mandated to
perfoem the work or functions assigned to contractual or de-
tailed employees.-

Since the above situation has a direct impact on the
professignal growth, efficiency and morale of permuRent em-
plOVe?S in government service, the Commission finds it necessary
to reiterate its policies on the matter and to prescribe the
following measures to enforce said policiess
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On Contractual Employment

A contractual employment is one entered into bz a
person whose employment in a particular ministry

or agency is in accordance with a special contract

to yndertake a specific work or job requiring spe-

cial or technical skills not available in the said
mipistry of agency, to be accomplished within a
specific period, which in no case shall exceed &ne

(1) year, and perform or accomplishes the specific
work or job under his own responsibility with a mini-
mum of direction or supervision. For purposes of this
Circular, contractual employment shall include the hi-
ring of private consultants and management service
contracts with management consultancy firmse.

Contracts of services shall be issued only to highly
skilled scienmtific and technical personnel whose ex-
pertise or technical skill are not available in the
ministry or agency concernede.

in all cases, there has to be a project or specific f
job of work to be accomplished for a specific periode

In necase shall contractual appointrments or contracts
of personnel services be issued to non-technical per-
sonnel or those whose duties and functions are clerical
or administrative in nature or those who will hold po-
sitions in the labor or trades and crafts groups. If
such services are needed in support of the job or pro-
Jject, the regular staff or personnel may be augrented
by hiring on casual or ermergency basise.

Contractual personnel may be hired only if these are
authorized, appropriate, and funds are available to
support the payment of their salaries.

Contractual ehployees may be hired only when unavoid-
able and necessary under the following situationss

aes Where the desired expertise is unavailable anmong
the regular staff;

be. Where becamnse of unattractive pay or other factors,
recruitment on a regular employment status is vire
tually impossible;

Cc+ Where the service to be rendered is of short dura=-
tion and the service has to be terminated there-
after; and

de Where the work to be accomplished is very urgent,
and is utilizing the regular staff, other functions
of the organizational unit concerned shall be widely
pre judiced.

Contractual employees and consultants may be allowed
not rore than two (2) part-time contracts with two (2)
government agencics at one time. In no.¢ase should
they be designated Cfficews~in-Charge or Executive
Directors or the like wherein they exercise control or
supervision over regular perscnnel in tie hiring agency.
Attention im this connecticn is invited to prohibitions
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on double compensation for elective or appointive
public officers or employees unless specifically
authorized by lawe

All contracts of personnel services including contracts
for consultancy management services shall be submitted

to the Commission for final review and confirmation.
Contracts of personnel services shall first be forwarded
to the Office of Compensation and Position Classification,
OBM before they are sent to the Commission for appropriate
action pursuant to letter of Implementation Nos. 29 and,
similarly, contracts for consultancy and management ser=
vices hall first be forwarded to the NEDA Contract Re-
view Board not later than thirty (30) days from the date
of execution or signing of the contract. This provision
likewise applies to renewal of said contractse

For purposeSof determining the effectivity of contracts

of services, the date of execution or signing between

the two parties shall be the controlling date, or in its
absence, the date of notarization. Periods of service

in the contract shall be stipulated to take effect not
earlier than the date of execution or signing of the cone
tract of both parties concerned. The contradt of services
issued in accordance with pertinent laws and rules shall
take effect immediately upon approval and signing by the
head of agency, and if the contractual emplévee-cpnsultant
has started his work, he shall be entitled to receive his
salary at onceé without awaiting approval of his contract
by the Commission! The contract shall remain effective
until disapproved by the Commissions Should the contract
be disapproved by the Commission, the appointing autho=
rity shall be liable for the payment of the salary of the
employee concerned for actual services rendered,

Contracteof services submitted to the Civil Service

Commission or OCPC or NEDA, which have already lapsed 2

beyond the 30 day grace period of submission under the

law, shall be considered ineffective and shall be re-
turned without action, unless delay in the submission,is

due %o valid and justifiable reasons.

The follcwing shall be required by the Commission for
conf irmation of original contractual appointmentss

a2+ One copy of a duly notarized contractual appointment
or contract of services.

be One copy of CS Form No. 212 (Revised 1973 Personal
Data Sheet) duly accomplished and notarized. All
_pertinent data on experience and education shall be
indicated and all such entries shall be certified
by the personnel officer of the contracting agency.

Ce One capy of BC-CSC Form No. I (Position Description
Form) duly accomplished and signed by the contractual
appointee and the head of agency.

d. NISA clearance which shall be attached to the con~-
tract of services.

€+« Justif ication for the hiring of persornel on con-
tractual basis within the context and reaning of
Section & (4) of PD Ho. 807, including a brief des~
cription of the project, Jjoh or work to be accom~-
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plished and its specific durations.

fo A certified true copy of the approval of the Minis-
try of the Budget relative to the funding or appro-
priation for the project, job or work to be under-
taken for a specific duration.

The following shall be required by the Commission for
confirmation of contractual appointments for renewal
of services:

a. One copy of a duly notarized contractual appoint-
ment or contract of services.

be One copy of CS Form No. 212 (Revised 1973 Personnel
Data Sheet) duly accomplished and notarized. The
previous position and salary must be indicated in
the personal data sheet, including the number of the
CSC Resolution approving or disapproving the previous
contracte.

ce Brief statement as to why the contract is being re-
newed, how many timesit has been renewed and the
duration of said contract, duly certified by the
personnel officer of the contracting agency.

All ministries and agencies are hereby directed to sub-
mit to the Commission a summary list of contractual em-
ployees and consultants currently working with them,
indicat ing opposite each name the position designation,
present salary, duration of the contract and whether it
is a new/original appointment or a renewal contracte
Copies of the individual contracts together with the
stipula.ted requirements as enumerated in Section 10 or
Sectiom 11 of this circular, whichever is applicable,
shall tve submitted as supporting documents. All un-
expired contracts for consultancy and management services
shall Dikewise be submitted.

The repports and documents identified in Section 12 of

this Cilrcular shall be submitted to the Commission on or
before May 31, 1985. The list of contractual employees
based zmt the regions shall be submitted to the appro-
priate Regional Office of the CSC. The list of contractual
employeees based at the head office of the agency and all
contraccts for consultancy and management services shall
be subumitted to the Office of the Chairman of the Com-
missiorm.

Be On -Detail Arrangement

1. A dfetail is the movement of an employee from one
mimuistry or agency to another without the issuance
of an appointment, and shall be allowed only for
lirnited period in case of employees occupying pro-
fessional, technical and scientific positions.
Detxail is temporary and employee concernéd :does not
lose his position.

2. No detail shall be allowed outside the original
station for more than three (3) months without the
comsent of the enmployee concerned.

3. The minister or the hcad of the agency concerned shall
submit a written request to the head of the ministry
or agency, under which the personnel sought to be de-
tai led is employed. The request shall state the orga-
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nizational unit where the peisonnel is proposed to
be detailed} the period of detail and shall speci-
fically explain the reasons for the detail.

4. No request for detail shall be approved; unless the
concurrence of the supervisor of the personnel sought
to be detailed i obtained in writing!

5. Clearance and approval of the Commission shall be -
required for details requiring a period exceeding
one year and involving the performance of regular
and recurring functions in the agency where the per-
sonnel is to be detailed. Said request shall be
supported by a justification statement, the proposed
period of detail or plan and timetable for disengag®éw-
ment or plan for the eventual transfer, if any, of
said personnel te tiae agencye.

6. All ministries and agencies shall submit to the Office
of the Chairman of the CSC a list of personnel detailed
in them for more than one year on or before May 31,
1985.

This Circular shall take effect immediatelye.

(SGD.) JESUS N. BORROMEO
Chairman

April 12, 1985%

It is directed that the rules and regulations herein prescribed
be observede. Likewise, a summary list of contractual employees shall
be submitted to the appropriate Civil Service Regional Office pur-
suant to Section 12 hereof including the required copies of 1latest

contract.

For compliance.

(SGD.) CESAR L. TECH
Administrator

June 25, 1985

Encl:

Annex "A"™ Summary list of Contractual Employees



Sumnary 1ist of Contractual Employees Annex - A

Region
po— e LY
NAMB DESIGNATION TOTAL SALARY PERIOD OF ORIG'L. PERIOD OF LATEST REMARKS
APPOINTMENT RENEWAL NEW RENEWSY,

>

CERUIUETHD GORAECT: Ror the Auminisgtrators

JOSE L. JUINIO
- Assistant Administrator
for Administrative Se rvices



