REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF FINANCE
BUREAU OF CUSTOMS

MANILA
CUSTOHSWMEMUH%MDyH ORDER
NO.___ 48— &2
TO : All Cfficisls and Employvees

of the Bureauw of Customs

SUBJECT : Herit Promotion FPlan

Pursuant to the provisions of 8ection 32, of the
Omnibus Rules Implementing Book V of Executive Order HNo.
292, othsrwise known as the "Adm. Code of 1887", Resolution
No. 83-348 promalgating the revised rules on promotion, CSC
Memorandum Circular No. 18, s. 1989 and Memorandum Circular
No. 38, s. 1989, this Merit Promotion Plan fer the Bureau of
Customs is hereby established for the information and
guidance of all concerned.

1 - OBJECTIVES

It shall be the policy of the Bureau of Customs to
strictly adhere to the merit and fitness principle in the
selection of employees for the promotion to career positions
on the basi of their gualifications and competence to
perform dulties and assume the responsibilities of a vacant
position. Towsrds this end, this Merit Promotion Plan aims
to -

s
_,////;. sstablish & promotion system that is characterized

by strict obzervance of the merit and fitness
»rinciple in the selection of emplovees for
promnotion to & higher position in the career

S G el Tl B

2. zresate egual opportunities for advancement to all
gua.ifled and competent employees in the Bureau; and
3. provide a guide for the speedy and fair adjudication

of protests of aggrieved emplovees aginst
oromotions.

IT - SCOPE
This Merit Pormotion Plan shall cover all positions in
the Burs=saun classified under the first and second levels of
the ecarser service.

IIT - DEFINITIONS OF TERMS

Carmer Serviee is a category in the Philippine Civil
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Service charzcterized by (1) entrance to the position based
on merit and Titness to be determined as far as practlcable
by competitive examinations, cor based on highly echnical
gualifications;(z) opportunity for advancement to higher
career positicns; and (3) sscurity of tenure.

First Level Pomitions shall include clerical, trades ,
crafts, and custudial service positions which involves non-
professional or sub-professional work in a non-supervisory
or superviscry capacity and reguiring less than four vyears
of collegiste studies.

Second_ Tevel Positions shall include professional,

technical, Pl scientific positions which involve
professionsl, technical, or scientific work 1in a non-

superviscry or supervisecry capacity and requiring at least
four years of college studies, up to Division Chief level.

Promotion mesns the advancement of an employee from one
position to another with an increase in duties and
responsikbilities as guthorized by law and usually
accompanied by an increase in salary.

Merit  FPrompotion iz a systematic methoed of selecting
employees For promoticon based on their relative
qualifications and their fitness and ability to perform the
duties and asssume the responsibilties of the position to be
fillegd.

Mext-In-Ranlk FPosition refers to a position which, by
reason of hierarchical arrangement of positions in  the
Bureau, is in thre nearest degree of relationship to a higher
position, taking into account the following:

zation structure as reflected in the approved
zetion chart;

-2 Clas "ication and/or functional relationship of
POS oS,
a3y Pav and/or range allecation; sand
K Gengrephical location.
Functicnal . Relationship shall mean the correlation

bhetween the position to be filled and the position to be
considered next-in-rank taking into consideration the duties
and responsitilities of both position.

Geograchical  Location shall mean the location of the
position to bhe filled and position/s to be considered nesxt-
in-rank to the same. If the position to be filled is in the
First level, tle determination of the next-in-rank position
may be limited in a particular Region/0Office/Department/
Bureau wher the pozition is.
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For s=ezond level position, however, the determination
of the next-in-rank position should be on an agency-wide
basis regeardless of the location of the pcesition.

Qualifiszd Jext-In-Rank refers to an employee sappointed
on a permanent Dasis to a position previcusly determined to
be next-in-rank to the vacancy proposed tc be filled and whe
meets the reguisites for appointment thereto as previously
determined v the appeointing authority and approved by the
Commissicn.

Propotionsl Line-up i listing of incumbents of next-
in-rank positions to a vac position proposed to be filled
who are competent and gqualified, including those not deemed
next-in-rank hut are also considered compatent and
gqualified, 1f =m0y, togethesr with all necessary information
about each incumbeant.

Open.. Position refers to those positions that do not
have any comitions next-in-rank, or residual positions of
gach level or Froup which may ke filled by lateral/vertical
entry.

dppropriate. . Qivil  Service Eligibility is the

eligibility ich results from a civil service examination
given by the Civil Service Commission, or with its
assistance or coordinstion, which by its very nature
measures ski.ls, knowledge, talent and aptitude essential to
the performsnce of the dabties and responsibilities of a
particular position or group of positions or which by
specific provizions of law or by declaration of the Civil
Dervice Compissicon 1is  suitable for the position to  be
filled. (& civil service eligibility resulting from a bar or
board examination iz appropriate for positions reguiring
knowledge of the corresponding profession).

Higkly Techpical Qualification shall refer to the
possessicn  of gualifications for a position which exceeds
those of the gualification standards established by the
Bureau and approved by the Civil Service Commission and
which are superior to the gualifications of gualified
insiders or of employeesz belonging to the organizational
unit, (MCOHE30, 21 July 1973, Office of the President).

Guslifications Standsrs is a statement of the minimum
gqualificstions for a position which shall include education,
experiernce, training, civil service eligibility, and
physical characteristics and persconality traits reguired of
the Jjob.
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Ipsider iz an =mplovee of the Bureau of Customs,
whether rermansnt or tenporary.

Qutsider is a prospective entrant to the Bureau of
Customs, whebther by transfer from other government agencies,
by reinstatement or by re-employment, or a new entrant to
the government service,

Iv - POLICIES

1. Whenever a positicn in the first level becomes
vacant, the e@#mployees in the Bureaw wheo occupy positions
deemed fto be next-in-rank in the occupational group under
which the wacsnt position iz classified and in  other
funetionelly related occupational groups, and who are
competent, gualified and with the appropriate civil service
eligibility shall be conzidered for promotion.

Z. Whensver =& position in the second level bhecomes
vacant, tLhe employees in the government service who occupy
positions deemed next-ir-rank in the ceccupational group
under which the wvacant positien is clas=zified and in
cther furctionzlly related cccupaticnal groups, znd who are
competent, gualified and with the approprizte civil service

i
eligibility shall be considered for promotion.

3. In determining rnext-in-rank positicons, as wide an
area of selection as poszible within the Bureau shall be
made. In no instance, however, shall a position in the first
level be considered next-in-rank to a pcsition in the second
level.

4. ALl smployees within the Buresu, whether incumbent
of next-in-rark positiorns or not, who meet the minimun
sducatior and experience reguirements of the vacant position
and  whe poss the appropriate civil service eligibility

shall be considered for prowmotion.
a. In the event of changes in  the organizaticn

structure or occupational grouping, the line of promotion
shall be determined on the basis of the new organizatonal
structure or cecnpationzl grouping.

G. The appeinting authority may promote an employee who
is not nert-in-rank but, who possesses superior
gualificetion and competence compared to a next-in-rank
employee who merely meets the minimum reguirements for
promotior to the position.

man
i

7. Ir illing any new position, except at the lowest
level, existing positions in the Bureau which are similar or
allied to ths rew positior. shall be considered next-in-rank
te the positiorn.
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an  organizational area of
e Bureau shall bhe made in

»ly, as a
h
=d employvees for promotion to
m

possible

zelectiorn

selecting compstent and Rigl

annance pobilit ol cnalism, creativity, potentiality
and schievensnt, glving cdue consideration to civil service
and  other awards Tor subtstanding accomplishment. Such =area

i
should net we srtificially restricted by zection or division
lines, except when suzh tricticon is demonstrably in  the
interest  of  the customs service as a whole. At the same
time, for resszong of eguity and morale, the best gualified
next-in-rank :mployFEH within the organizational unit where

the vacarnoy 1=, all circumstances being comparstively equal
or at per. sbhsll be giver preference for promotion to  the
vacant peosition.

a. All CJFulC"tE? fcr premotion shall be screened by
the Selectior Board. The Selection Board zhall be
responsible r the adoption of a formal screening procedure
and forrulaticons of critevia for evaluatlun of candidates

for promotion.
Reszonahls and velid standards and nethods of
evaluating Bl dualzfiﬁatlc = and  competence of all

smployees oonns

. ion to thes same position shall
he establizhed -1

vy and consistently.

The Selaction Bozrd shall have the following
composition porsvant to MCH 18, s. 1888 as amended by MC#
38, s. &8¢

a) An officisl of the Bureau directly responsible for
persunnel manas

b) A represzentative of management;

c) A representative of the organization unit which may
be service/port where the vacancy is;

d) Twe  (2) representatives of the rank and file
employeez, ors from the first level and one from the second
level who shall be both e chosen by the duly aceredited
employee association in the Bureauw. The former shall sit

during the s=screening of candidates for vacancies in the
first level, while the latter shall participate in the
screening cof csadidates for vacancies in the second level.

In case there is no accredited employee asscciation in
the Bureau, ths: representatives shall be chosen at large by
the emplcyees through general eleftion to be called for the
pPurpose .

10. Lack of confidence shall not ke considered as
reason  encugh or basls For dizgualifying an  emplovee from
premotion. Thle reason or basis must be real and substantial
to be couniaictared sufficient for an smployee’ s

5
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disgualifization.

11. A wvoluntary walver for promotion to a vacant
position exscuted by an emplovee holding a next-in-rank
position =hall be extended & presumption of regularity and
shall be sczepted on its face under the cardinal principle
that no employveze can be compelled to accept a promotion.

12 . Res=zonable and wvalid standards and method of
evaluating the gus 11;1v'b ot and competence of all employess
conpeting for promotion to the same ~ozsition shall be
eatahlizstad and applied Fairly and ceonsistently.

18 . br enp_oyves who hag a pending administrative case
shall be disgualified for promotion during the pendency
thereof. If Ffound guilty, he shall be disqualified for
promotion for & “Prjod bnqed on the penalty imposed as
prescribed b

Admlniatrative Casge shall he construed
as follows:

&) When the appointing authority has already filed a
formal chargs; or

of a complaint of private psrson, a prima

by In 6
already feund to exist by the disciplining

facie case
aubthority.

14, Policy on Promotion of customz employee who are on
scholarship greant pursaant to MCHLS, s. 1882;

a) Employees who are incumbents of next-in-rank
itior who meet the gualification reguirements for the
sition ¢ be Filled and whe are on scholarship grants
ither here or ahroad may be considered for promotion.

b For purposes of promotion, the performance rating
of the enmnpioves for the lasit rating period prior to the
scholarship @rant shall be used as the basis for the

promoticn. Such performance rating should at least be Very
satisfactary.

¢) Acsdemic standing as a factor in the consideration
for promoticn;: date of a assumption te duty, effectivity of
promotion  and  obhers, wnsy be =zubject to =& collective
negotiation Ly duly accredited asscciation, if any. In the
absence of =2 oduly accredited employee association, the head
of the Burezy nay create a committee with a representative
af the ranw arnd file employees Lo decide on the matter.

PROCEDURE ON PROMOTIONS

1. Whensver s vacanocy or vacanciss exists in the first
and/or second  level positions, the HBEMD (Human Resource

[wp]
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Management Division) shall send to the Director III/District
Collector concerned a list of such vacancies, together with
the qualification requirements for promotion/appointment to
the vacant pozsition{s). The same will have to be posted in
three (3) conspicuous places in the Bureau for a period of
ten (10) days in accordance with CSC MC No. 27, s. 1891
(Rules Inplenenting RA 7041, Requiring the Regular

Publication of Existing Vacant Positions in Government
Offices).

2. The Director III/District Collector shall as soon
as posible submit to HRMD a list of employees cccupying
next-in-rank positions to the vacancies in his

servicesdistrict whom he considers competent and gualified
and who possess the appropriate civil service eligibility,
stating their respective gualifications. He may indicate the
employee whom he recommends for promotion, stating the
reagsons for his cholce.

It Upan receipt of the list submitted, and on the
basis of ranking positions and the personnel qualifications
index, the Human Resources Management Officer shall identify
other emplovess in the Bureasu who occupy next-in-rank
positions and deemed gqualified and competent for promotion
to the wvacant position. Taking into consideration the
established gquelificatior standard/job requirements of the
vacant position and the provisions of this Merit Promotional
Plan, the HRMD shall make a preliminary evaluation of the
individual «qualifications of the candidates and submit a
promotional line-up to the Promotion Board which shall be
created for this purpose.

4. In the preparation of the promcticnal line-up, the
initial step to be taken shall be to draw up a consolidated
list of incumbents of next-in-rank position who are deemed

gqualified and competent for promotion to the vacant
position. The list shall contain information of their
education arcl training, eivil service eligibility,
. performance rating, experience and. cutstanding
accomnplishments, physical characteristics, personality

traits and potential, and length of service in the Bureau.
In this connection, the following shall be observed:

a. If only one employee is next-in-rank to the
vacant positicon and he meets all the requirements and other
conditions or promotion thereto, he shall be the one to be

considered for promotion.

b, If two or more employees are next-in-rank to the
vacant position, the most competent and gualified among them
who possesses the appropriate c¢ivil service eligibility
shall be the onel{s) to be considered for promotion.

. When the degree of competence and gualifications
are equal anong several candidates, preference shall be
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given the candidates helonging to the service or the
rort/subport where Lhe vacanecy exists.

g. When all prometional factors have been taken into
account and the candidates still stand under egual footing
preferernce shall be given to the most zenior.

Inn deterplining =eniority, length of service in the
particular work involved shall be considered first. When the
candidates sre egual in this respect, then the length cof
service in the Burean shall be reckoned with, and when the
competing candidates sre still equal under the latter
circumstance, length of service in other government agercies
zhall be counted: Provided, That in determining seniority
among cendidates who have egual length  of service in the
governmert, only work experience relevant to the position to
be filled shall ke included in the computation.

Seniority shall be limited to continous period of
service. Frovisional or Temporary service shall not be
included in the computation. However, a break in ones
service for not nore than one vear dus to reduction in force
zhall not affzct the continuity of such service.

5. In the evaluation and determination of the degree of
competence ard  gualifications of the candidates, the
following factors shall be taken into account and compared:

z. FPerformsnce- This shall be based onn the last
performarce rsting of the employee. HNo employee however
shall be considered for gromotion unless such performance
rating iz at least very sstisfactory.

b, Education and/or Training- These shall dinclude
educaticnal background and successful completion of training
courses, scholarships, training grants and others. GSuch

educatior and training must be relevant to the duties of the
position to he filled.

¢. Experience and Outstanding Accomplishments- These
ghall include cccupstional history, work experience relevant
te position to be fillec, and accomplishments worthy of
gpecial commendation.

. Physical Charsacteristics and Personality Traits-

These refers +to the physical fitness, attitude and
personality traits of the individusal which must have a
bearing on the position to he filled. Personality traits
may include but not limited to tact, imagination,

innovativeness, discretion, impartislity and professionalism.

e. Potential- Thiz taskes into sccount the employee’s
capability nct  only to perform the duties and assume the
responsibilitics of the pesiticn to be filled but alscthose
of higher anc more rezponsible positions in  the line of

(v
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promotion, the prediction to be based on factors A to D
above.

8. After receipt of the promotional 1line-up, the
Selection Board shall undertake further evaluation of the
gualifications of the candidates taking into account the
factors mentioned in Section 4 and 5 above as well =as the
objectives and policies laid down in its Merit Promotion
Plan. Any emploves next-in-rank who considers himeslf
competent and gualified for promotion to the vacant position
being considered to bte filled may file a timely written
application f consideration direct with the Selection
Board for assessment .

7. The Selection Board shall then determine en banc and
certifies to the Commissioner of Customs not more than five
{5) candidates who, in it’s systematic and objective
assessment an the best gqualified and competent for
promotien, in alphabetical order, together with the basis of
their recomnmencdation.

8. After assessing the merits of the recommendation of
the Selection Board, the Commissioner of Customs then
selects Lhe employee whom he considers the most qualified
and competent for promotion to the vacant position.

However, +the Commissioner of Customs may promote an
employvee who is not next-in-rank but possesses superior
gualifications and competence compared to a next-in-rank:
employee who mnmerely meets the minimum requirements for
promotion to the vacant position. In the same vein, while
the next-in-rank rules shall be initiaslly considered in
making promotions to Division Chief or equivalent position
level, the Conmissioner of Customs in consultation with or
upon the recommendation of the Selection Board, if necessary
and so 88 t5 choose only the most competent and best
gqualified i. e., the best and brightest, may go into a deep
selection proczess in selecting the employee who shall be
promoted to such positions.

9. Az soon s the promotional appointment is signed and
issued, 2 nolkice announcing the promotion shall be posted by
the HRMD on the Bulletin board of the Bureau. A copy theresof
shall be promptly sent to the organizaticnal unit or customs
distrie/port or subport where the position to be filled
exists for immediate posting on their bulletin board.

Imrediately thereafter, HRMD shall in writing inform
the gqualified next-in-rank employee(s) not selected, of the
appointment of the emplovee who Wwas selected for
promotion,stating the special reason or reasons therefor.
For reccrd purposes, HRMD shall see to it that such notices
are received ancd properly acknowledged by the employee(s)
concerned. The Selection Board shall maintain records of
deliberaticns which shall be available for inspection by the



L O-30-¥

Civil Cervios Commission or its duly authorizad
representatives

VI - CONTESTED APPOINTMENTS

: Who mpay_file protest~ Only qualified next-in-rank
amplovess who were not considered for promotion to the
vacant poszition being filled and who feels aggreived by the
final saction taken may file & protest with the Head of the
Bureau.

2. Form.and contents of protest- A protest shall be
written in clesr, simple language, in a systematic manner,
and shall have 8 caption as shown in the attached sample.
The aggrieved party shzll be called the "Protestant”
and the proposzed appointee, the "Protestee”: Provided: that
where the Commisslicner of Customs after evaluation finally
decides in faver of the protestant, the protestee who decide
to file nhis protest =hall be called the "Protestee-
Appellant” =znd the fermer protestant, the "Protestant-
Appellee” . The protest shsll contain the following:

&) Ths position contested including its item number
and the salary per annumr of boeth the protestant and the
protestes;

b)) The  full name, office, position and salary per
annum of both the protestant and the protestee;

¢y The specifications of the protest,

d) The ccomparative gualifications data of both the
protestart and protestee showing their education and
training, axperience, outstanding accomplishment, civil

service eligibility, latest performance rating accompanied
by a certified true copy of the approved organizational
chart/s of ths service/ port/division where either or both
belong &= wall as the updeted persconal datas sheets of the
protestee arcd protestant. '

I When. and  where to file protest- The aggrieved
employee may, within fifteen (15) dave from date of receipt
of the nctics informing him of promoticnal appeintment, file
his protest Iin triplicvate with the Grievance Committee,
created  per CMD No. 38-82 dated March 18, 1932, Fallure to
file 8 timely protest zhall be deemed lack of interest or a
wailver of his right for greomotion to the posziticn filled. No
protest shall theresafter be entertained.

4. Frocedure on protests- The Grievance Conmmittee
shall, within fifteen (15) working days from the date of
Filing of & protest, shtudy the grounds and evaluate the

10
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protest ep__.banc and submit its finding and recommendation

to the Commissioner of Customs. Its finding and
recommendation  shall be in accordance with the pertinent
provisions of the Civil Service Commission and the

provisions of tzhis Merit Promction Flan. The recommendaticon
shall specify the enployee who, in its evaluation and
objective asssssment, should be appointed to the contested
position.

After assessing the merits of the recoumendation of
the Grievs Dommittee, the Commissicner of Customs shall
o within sixty (B0) days from receipt of the
protest  on al zhall be promoted. A copy of the decision
shall be furniszhed to both protestant and protestee by the
Grievance Compittee within five (5) working days after the
decision. e ordb of the case shall he returned te the
Grievance Coumittse for further appropriate action, if any.
The: decision of the Commissioner of Customs on protest cases
shall become fiaal and executory after fifteen (15) working
davs from rec: t of a copy of the decision by the enmplovee
adversely affscted unless a timely sppeal is made by said
emplovees.

If the employes/party adversely affected 1is not
satisfied with the decisicn of the Commissioner of Custonms,
he may, within fifteen ¢15) days from his receipt of a copy
uof  the zion, file with the Commissioner a motion fer
reconsidezy  of the decision which shall be decided upon
within fl' £y days from receipt hereof. Only one motion

for rscoc aticn shall he entertained. IFf the aggreived
party 1= n atisfied with the decision, he may eslevate his
protest o real to the Merit Systems Protection Board of
the Civil Service Commission within (15) days without

extension from receipt therecf. Copies of the appeal showing
the date of i 1 I the MSPB shall he furnished the
Grievances Com az well zs the appellee within the sane
period. The format of an appeal shall be the same as that
prescribed for protest; Provided, That where the decision of
the Commizsicrer of Customs is in faver of the protestant,

the pTGttHuCP who decides to appeal the decision shall then
b ] Tbe "Protestee-Appellant”™ and the former
protestant the "Frotestant-Appellse™. pooeo

5. BIfectivity of contested appointment - A contested
appointment #hall take effect ten (10) days after its
publicaticn if the appointee assumes the duties of his
pusition, and *the appointee is entitled to receive the
salary attached to the pomition. However, the appointment,
together with the decision of the Commissioner of Customs,
ghall be submitted to the Civil., Service Commission for
appropriate soction within sixty (60) days from the date of
ite imsuasnce, ctherwise the apy01ntment becomes ineffective
thereaftear . L¢anl5¢} auch an appointment shall become
ineffective irn case the protest is finally rescolved in faver
of the protestant, in which case the rprotestee shall be

11
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reverted to his former position.

¥II - RESPONSIBILITIES
Human Resocurces Management Division (HRMD). - Shall:

1. Fetablish and msintain an up-to-date qualification
index of 8ll emplovees in the Bureau and, for this purpose
shall keep incdividual personnel folders which shall be made
available to the Selecticon Board, if and when needed, and
open at all times For inspection by authorized
representatives to the Civil Service Commission. These
folders {201 File) shall give information about an
enployee s record of performance, cccupational
history, ecdiucational attainment, special studies and
training, c¢ivil service eligibilities and other rslevant
data.

2. Administer and maintain the gualification standards
of all positions in the Rureau established under this Herit
Promotion Flan and shall review and update on a continuing
basis, in consultation with the Civil Service Commission,
those @alreacy established as an incentive to professional
growth and advancement, and foster the career system in the
Bureau.

a., Publish and disseminate copies of this Merit
Promoticn Plan to =all offices in the Bureau after its
approval by the Civil Service Commission.

Selection Board. - Shall

1. Acdopt & systematic screening procedure and
formalate criteris for Lhe evaluation of gualification of
candidates {or promotion to ensure objectivity, which
criteris must suit the Jjob reguirements of the position to
be filled .

2. Develop ocriterias for managership and leadership
which shall constitute one of the instruments for selection
of candidates for promoticn to supervisory positions,
considering the fact that these positions are wvital to the
growth ard effective opersations of the Bureau.

3. While initially consider the next-in-rank rules in
ite evaluation of the emplovees considered for promotion to
Division Chief or equivalent position level, 1f necessary
and @0 as  to choose only the most competent and best
gqualified, may  go intc a deep selection process in
recommending Lhe emploves to be considered and selected for
promotion to such positions.

4, Maintain records of deliberations which shall be
available for inspection by authorized representatives of
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the Civil Service Commission.
YITE ~ EFFECTIVITY

This Promotion Plan shall take effect upon its
approval by the Chairmarn of the Civil Service Commission.
Any revision, amendment or modification of this plan
shall likewi=e be subjiect to the approval: however, it
shall not take effect until after six (&) months from the
date of approval of the revision, amendment or
modification.

‘ July 12, 1994
Recommencling Approvals g
APFROVED

[ a
x{ ¢
Gnmm;ii L. $dRavNO, IR, *ﬂ’%
ol e et on e - AHELMA P. GAMINDE

gommissi ner .
ervice ommMmlses1on
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