REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF FINANCE -
BUREAU OF CUSTOMS
MAMILA

December 3, 20401

CLISTOMS MEMGW’DUM ORDER
NO. G — Jeo?

TO: Al Officials and Implovees of the Bureau of Customs

SUBJECT: Memnt Selection Plan (MSP)

Pursuant to the provisions of Section 32, Book V of Administrative Code of 1987
(Executive Order No. 292), CSC Mzmorandum Circular No. 3, 51979 as amended by
CSC Memorandum Circular No. 18, 5. 1988 and CSC Memorandum Circolar No. 38, s,
1989, as [urther amended by CSC Memorandum Circular No. 40, s 1998, CSC
Memorandum Circulsr No. 15, 51999, (8C Memorandum Circular No. 8, s. 1999, and
CSC Memorandum Circular No. 3, s, 2001, this Merit Selection Plan (M5P) is hereby
established for the guidance of all concerned.

I. OBJECTIVES :

It is the palicy of the Bureau of Customs to strictly adhere to the principles of
meril, finess and equality in the selection of employees [or promotions and iring
purposes. The selection shall be based on their relative qualifications and competence to
perform the duties and responsibilities of the position.  There shall be no diserimmation
in the selection of emplovees on account of gender, civil status, disability, rehigion,
ethmicity. or political affiliation. In this pursuit, ihis MSFE aims to:

1. Establish a system that is characterized by strict observance of the meri,
fitness and equality principles in the selection of employee for promotion to 2
higher position in the career service.

2. Create equal opportunities for employment to all gualibed men and women to
enter the government service and for carcer advanceiment in the Bureau.

1. SCOPE:

This MSP shall cover all positions in the Hureau mcluding first, second and third
level career positions.

(=1



baih- L -T2 5

I1I. DEFINITION OF TERMS:

Career Service — positions in the civil service characierized by (1) entrance based
on meril and fitness to be determined as far as practicable by competitive exammatien, or
based on highly technical qualifications; (2) opportunily for advancement to higher carcer
positions; and (3} security ol tenure.

Comparatively at Par — predetermined reasonable difference or gap between point
score of candidates for appointment cstablished by Personnel Sclection Board (PSE).

Deep Selection — the process of sclecting a candidate for appointment who 15 not
next-in-rank bul possesses superior gualifications and competence.

First level positions — shall inchede clerical, trades and crafts, and custodial
service positions which invelve non-professional or sub-professional work in a non-
supervisory capacily reguiring less than four vears of collepiale studies.

Hiring Quota — is the predelermined ratio of applicants for appeiniment Lo ensure
that one gender does not fall short of the desired percentage of the selection rate for the
other gender in egvivalent positions st every ievel, provided they mcel the minimum
requirements of the position.

Job Requirements - requisites pot limited to the gualification standards of the
position but may inchude skills, competencies, potenmtial, physical and psycho-social
attributes necessary for the successful performance of the duiies required of the position.

Next-in-rank positions - refers to & position which, by reason of hicrarchical
arrangement of positions in the Bureay, is m ihe nearest degree of relationship to a higher
position as contained in the Bureaw's System of Hanking approved by the Commissioner
and Furnished the Civil Service Commission. The system of ranking takes into account
the organizational structurc, the classificaiion and/or functional relationship, the pay or
range allocation and the geographical location.

Promotion — is the advancement of an employee from one position to another with
an increasc in duties and responsibilities as suthorized by law and vsually accompanied
by an increase in salary.

Personnel Action — smy action denoting the movement or progress of personnel in
the civil service such as original appoimlment, promotion, transter, resintatement,
reemployment, detail, reassigniment, secondment and dermotion.

Psycho-Social Attributes — refer (o the characieristics or traits of a person which
involved both psvehological and social aspects.  Psychological includes the way he/she
perceives things, ideas, belicls and understanding and how she'he acts and relates these
thimgs {0 others and in social sitoations.
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Quahfied next-in-rank — refers to an emplovee appommted on a permanent basis to
& position previously determined to be next-in-rank to the vacancy proposed o be filled
and who mects the requisites for appointment thereto as previously determined by the
appointing authority and attested by the Commission.

Qualification Standards - is a statement of the mimmum qualifications for a
position which shall ncluwde education, experience, iraining, civil service chigibility.
physical characteristics and personality traits required in the performance of the job.

Second level positions — shall include professional. technical or scientific
positions which involve professional, technical or scientific work m a non-supervisory or
SUPETVISOrY capacity requiring at least four years of cellegiate work up to Division Chiel
iwvel or its equivalent. However, pursuant to MC No, 42 5., 1998 and CSC Resolution
Mo, 98-3234, all appointees to division chiel’ positions , except full-fledged lawyers,
Doctors of Medicine, Doctors of Dental MedicineMental Surgery and Doctors of
Vetermary Medicine must possess a master's degree m addibom o the elgibality,
experience am Iranng requirements.,

Sclection Line-up — is a listing of qualified and competent applicants {whether
nexi-in-rank, or noi) for consideration o a vacancy which inchades, but not limited to, the
comparative Information of thelr education, experience, training, civil service cligibility,
performance ratmg, relevant work accomplishments, personality traits, potential, etc.

Superior Qualifications — shall mean oulstanding relevant work accomplishments,
cducational attainment and training appropriate for the position o be Nlled. [t shall
inchrde demonstration of exceptional job masiery amd potential in major areas of
responsibility. -

Sysiem of Ranking Positions — is the hierarchical arrangement of posttions from
highest to lowest, which shall be a guide in determining which position is next-in-rank,
taking into consideration the following:

organtzational structure

salary grade allocation

classification and [umctional relationship of positicns, and
geographical location
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Third level positions — shall include positions in the Career Executive Service
which i the Burean includes the positions fom Collector of Customs V. oand higher
which generaily requires either a Career Serviee Execulive Ehgibality (CSEE) or Career
Executive Service (CES) eligibility.
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IV. BASIC POLICIES ON PERSONNEL SELECTION FOR PROMOTIONS AND
HIRING PURPOSES:

1.

b3
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Whenever a position in the first, second or third Jevel becomes vacant, the
same can he filled either by promwtion or hiring. However, as far as
practicable, only positions which are idenfified in the Bureau's System of
Ranking of Positions as “Open™ positions shall be hlled by hiring.

Om the other hand, all cmployees of the Burean, whether incumbent of next-

in-runk positions or not as identificd in the Bureau’s System of Ranking of

Positions, but who meet the minimum qualification requisites as sel forth m
the duly approved Qualification Standards for the position shall be considered
for promotion and included in the szlection Ime-up. Qualified next-in-rank
employees shall be automatically mcluded in the sclection Fme-up without
need of application while other gualified employees need 1o file ther
applications. However, a voluntary waiver for promotion to be executed by a
next-in-rank emplovee may first be solicited and this shall be regarded as a
presumption of regularity which shall be accepted on ils face valee under the
cardinal principle that no employee can be compelled 1o accept a promoticn.

The process of deep selection is available 10 the appointing authority
provided. that such emploves who is not next-in-rank possesses supeTior
qualification: and competence if compared to the next-in-rank emplovess who
merely mests the minimam requirements of the position.

In order to enhance mobility, professionalism, creativity, potentiabty and
achievement, giving due consideration to civil service and other awards for
outstanding accomplishments,  promotions shall nol be resiricled by
organizational areas/portsidivision or section lines, except when such
restriction is demonstrably in the interest of the cusloms service as & whole.
At the same time, for reasons of equity and morale, the best qualified next-n-
rank employees within the organizational unit where the vacancy is, ail
circumstances being comparatively equal or al par. shall be given preference
for promotion to the vacant position.

. An employee may be promoted or transferred to a position which is not more

than three (3) salary, pay or job grades higher than the employee’s present
position except in meritorious cascs, such as; if the vacant position i nexi-in-
rank as identified in the System of Rarking Pesitions; or the lone or entrance
position indicated in the agency staffing pattern.
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6. The comparative competence and gualification of candidutes for appointment

shall be determimed basically on the basis on the following:

¢ Performance
+ For appointment by promotion, the performance rating of the
appomtee for the rating period prior to the effectivity date of
appointment should be at least very satisfactory.
+ For appointment by transfer, the performance rating for the last
rating period immedialclv preceding the transfer from the
former office or agency should be al keast very satisfactory.

e TFducation and Training — include educational background, successiul
completion of traiming courses accredited by the Civil Service
Commission, scholarships, traiming grants and others which must be
relovant (o the duties of the position to be filled.

+ Experience and Outsiznding Accomplishments — in clued occupational
history, relevanl work experience acquired either from the government
oi  private  sector, and accomplishments  worthy of  special
commendation.

+ Personality Traits — include the characteristics or traits of a person
which involved psychological and secial aspects.  Psychological
includes the way he/she acts and relates these things to other and in
social situations,

» Potentinl — relers to the capacity and ability of a candidate to assome
the duties of the position to be fflked and those of higher or more
responsible positions.

Accordingly, the Central Personnel Selection Board (CPSB) shall prescribe
the specific criteria for selection and screening procedures, consistent with the
provisions of this Merit Sclection Plan, approved by ihe appointing authority
and properly disseninated to all officials and employees.  Any subsequent
modification or changes of sa2id procedures and crleria shall hikewise be
approved and properly disscmimated.

. The PSB shall maintain fairmess apd impartiality in the sssessment of

vandidates for appontment.

. Prometion within six {6) months prior to compulsory retirement shall not be
allowed except as otherwise provided by law.

. An emplovee who is on local or forsign scholarship or training grant or on
ety leave may be considered for promwtion.  For this purpose,
perforriance raling 1o be considered shall be the rating immediately prior to
the scholurship or training grant or matsrmity leave.
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If prometed, the effectivity date of the promotional appointment shall be on
the assum tion to duty.

10. Pendency of the admimistrulive case shall not disqualify respondent for

promotion. For this purpose. a pemding administrative case shall be construed
as follows:
e When the disciplining authorily has issued a formal charge:
and
s In case of complamt fled by a private person, a prima facic
case is found to exisi by the disciplining authenty.

V. GENERAL PROCEDURES IN THE SELECTION OF PERSONNEL:

A. For first and second level positions -

1.
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HRMD shall publish all BOC vacant positions in the CSC Bulletin of Vacant
Position and post the same in three (3} conspicuous places in the Bureau for
at least 10 calendar days. The sarme list shall also be provided to the Service
Director/Disirict  Collector concerned  together with the  Qualification
Requirements and identified next-in-rank positions, if any,

However, in accordance with Section V.2 of C8C, MC No. 3, the following
positions shall be exempted from this publication requirement:

Primary confidential positions;

Positions which are policy determining;

Highly technical positions;

{)ther non-carcer positions;

Third level positions; and

Positions to be filled by existing regular empioyees in case of
reorganization.
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The concerned Service Director/District Colleclor shall prepare and submit a
list of qualified next-in-rank candidates as well as other qualified applicanis
within hiz Service/Collection Thistrict. e may lkewise mdicate therein the
employee whom he recommends for promotion, stating the reasons [or his
choice, The initial evaluation and selection shall be done by a Local
Personne] Selection Board (LPSB) which shall be created for the purpose.

Upon receipt of such initial evaluation, HRMID shall review the same m order
{0 cosure that they arc in accordance with the prescribed eriteria and scoring
methodology. Qualified pext-in-rank and applicants from other
Services/Collection Districts or applicants from outside the Bureau shall
likewise be incheded in the evaluation.



4. HEMD shall then prepare a Sclection Line-up for consideration of the Central
Personnel Selection Board which should reflect the comparmative competence
and qualification of candidates on the basis of the policies and criteria for
promotion and selection prescribed by this Merit Scleciion Plan snd relevant
implementing rules and regulalions.

5. The Central Personnél Selection Board shall then deflermme en banc and
certify to the Conmmissioner of Customs that il has made a systematic and
objeclive assessment of the competence and qualification of candidates. The
duly certified selection line-up will then be submilled to the Commissioner of
Customs.

6. The Commissioner of Customs shall assess the merits of the Boards”
recommendations and in the cxercise of soumd discretion, select, in s0 far as
practicable, fiom among the top five racking applicants deemed most
qualificd for appuintment to the vacant position unless a deep selection
process is applied and justibed.

7. After the selection by the Commissioner. HRMID shall notify and inform the
selected candidates throuph their respeclive  ServicesPorts Such
notification shail alzo be posted at conspicuous place m thewr respective porls
ard al HRMDD) for a period of at least 15 days indicating therein the date of

prosling.
B. Tor third level positions:

Vacan! posilions in the third level are exempted from the publication
requirernent as in a.1. above. However, as far as practicable, all other pohcies.
procedures and criteria heren prescribed shall be applied in the selection of
officizls for appointment to vacant positions in the third level. The Personnel
Selection Board for third level positions shall prescribed additional procedures
m accordance with the rules and regulations of the Career Executive Servace
Board.

VI. GRIEVANCE:

A gualiied nextl-w-rank emplovee nol selecled for appomtment may present
his'her grievance with the BOC Grievance Committes which shail be created
for the purpose and whose rules and regulations is prescribed under CSC MC
No. 02 s, 2001, Such grievance may only be presented based on the following
issues:
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1. Mon-compliance with the selection processs

7. Diser'mination on account of gender, civil status, disability.
pregnancy, religion, ethnicity or political affiliation:

3. Disqualification of applicant to a carcet position for reason of lack of
confidence of the appeinting authority; and

4. (rher violations of the provisions of the MSP

VII. COMPOSITION OF THE PERSONNEL SELECTION BOARD (P5B)

A. For first and second leve] positions:
A 1. Central Personnel Selection Board
a. Chairperson - Commissiones of Customs or hisher authorized
represeniative

h. Memibers -
b.1. Director. Administration Office and/or Chiel, HRMD
b.2. Director/District Collector or anthorized representalive
from the organizational unil where the vacancy is
b.3. Two representatives from the rank and file employees,
ane from the first level and one fom the sccond level, who
chall bc chosen by the guly accredited employes
association of the Burean

¢. Seeretariat — HEMD

A.2. Local Personnel Selection Board
g. Chairperson — District Collector of Customs
h. Members -
b.1. All Deputy District Collectors
b.2. Division/Unit Chief of the division/unit where the
vacancy is
b.3. 2 Representatives of the rank and file (1% and 2™ level,
as the casc may be)
c. Secrelariat — Administrative DivisionTmt

8. For thicd level positions: _
a, Chairperson — Commissioner of Customs
b, Members — At least four (4) Career I:xecutive Service (ffivers to be
designated by the Commissioner of Cusioms
o. Seeretarat - HRMD

VIIL FUNCTIONS AND RESPONSIBILITIES:

1. The Tluman Resource Managemeit Division (HRMD) shall have the
fpilowing functions and responsibilifies:
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Disseminate copies of the Bureau's MSP and its annexes to al
personnel after approval thereof by the Civil Service Commission. An
orientation shall also be conducted by the HRMD within six (6)
months upon approval of the MSP. This orientation is meant 1o ensure
awareness and understanding of the plan. A report on the sme shall
be submitted to the Civil Service Field Office concerned for record
PUFPOSES.

Develop a system of ranking positions which will be submitted for
approval of the appointing authority, copy furnished the Civil Service
Commission and its Field Office concemned for record purposes.
Develop and maintain an updated qualification database of BOC
cmplovees to  include cdueation, training, experience, skills,
competencies, and other similar information.

Assist the PSBs created under this MSP in all of their secretariat
requircments, such as, preparation of fist of candidates for selection,
preliminary evaluation of qualifications and notification/publication
Tequiramants.

2. The Persopnel Selection Boards shall have the [ollowing functions and
responsibiliies:

d.

Adopt a formal screening procedure, formulate criteria for cvaluation
of candidates, taking into consideration the ollowing:

a.1. Reasonable and valid standards and methods of evaluating the
competence and  qualifications of all applicants competing for a
particular position.

a 2. Criteria for evaluation of gqualifications of applicants for
appoinimeni must suit the job requiremments of the position.

Disseminate screcning procedures and criteria for selection to all BOC

employess.  Any modification of the procedures and critenia shall”

likewise be properly disseminated.

Preparc a syslemalic assessmeni of the competence and qualifications
of camlidates for appointment. Maintain faimess and impartmhity n
the assessment of candidates.

Evaluale and deliberate cn bane the qualifications of those hsted m the
selection Imc-up.

Submit the list of cendidates recommended for appointment from
which the appointing authority shall choose the applicant to be
appoinied.

Maintain records of deliberations for records and reference purposes,
Crient all Bureau officials and emplovees relative to the policies on
personnel actions, including the gender and devclopment dimensions
of this Merit Sclection Plan,
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3. The Commizsioner of Customs shall have the following functions and
responsibilitics:

4. [stablish a PSB and see to it that all its members undergo orientation
and workshop on the sclection/promotion process and CSC policies on
appeintments.  The Commissioner of Customs shall, as far as
practicable, ensure equal opportunity for men and women to be
represented in the PSB at all levels.

b, Assess the merits of the PSB’s recommendation for appomtment amd
in the excreise of sound discretion, select, in so far as practicable, at
least from aoy the tollowimg:

b.l. top five ranking applicants decmed most qualified to the vacant
posilion,

b.2. applicants who have undergone deep selection and found 1o
possess superior qualifications, and

¢. lssue appointments in accordanes with the provisions of this MSDP.

4. The officials and employees of the Burean of Customs shall be responsible
for updating their Personal Data Sheet (PDS) at least anmually or as oflen as
may be reyuired and submit supporting documents thereto Lo the HEMID.

DL EFFECTIVITY

Thic Merit Selection Plan and subsequent smendments thereto shall take effect
immediatety after the approval by the Civil Service Commission.
X. COMMITMENT

1 hereby commit v implement bide by the provisions of this MSP. It is
understood that this MSP shall be the basis for expeditious

ES D. PADILLA
DEdetor
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