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INTRODUCTION 

v 

Philippine Council for Agriculture and Fisheries (PCAF) Employee Handbook—a 
comprehensive resource meticulously designed to acquaint both new and existing 
employees with our agency's core values, policies, procedures, and vibrant 
organizational culture. This handbook offers a detailed overview of your 
responsibilities, the benefits you are entitled to, and the range of services available to 
support you in your role.  

 

While this handbook serves as a valuable guide, it may not cover every aspect of your 
employment with PCAF. Should you have any queries or require further clarification 
on any matter not addressed herein, please consult your immediate supervisor or 
reach out to the Human Resource Development Section (HRDS).  

 

For a more in-depth understanding of our policies, processes, and procedures, you are 
encouraged to explore the agency's Quality Management System (QMS). Accessible via 
the PCAF Google site or directly at https://sites.google.com/view/pcafqms/pcaf-qms, 
the QMS provides a comprehensive repository of detailed guidelines and resources.  

 

Please note that PCAF reserves the right to update, modify, suspend, or delete any 
content within this handbook without prior notice to align with our evolving quality 
objectives, oversight requirements, or other operational needs. Rest assured, any 
changes to office policies, procedures, or employee benefits will be communicated 
promptly to all staff members.  
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I am proud to present the PCAF Employee 
Handbook. This meticulously crafted handbook 
serves as an invaluable guide to acquaint both 
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POLICY 

The Philippine Council for Agriculture and Fisheries (PCAF) commits to: 

1. Provide quality policy services that ensure inclusive and multi-sectoral 
engagement of agricultural and fishery stakeholders in the development 
and coordination of agriculture and fishery policies; planning, monitoring 
and knowledge management; and partnership development initiatives; 
and 

2. Inspire a results-based organizational development, implement employee 
welfare programs, and foster continual improvement of the agency 
quality management system. 

OUR 

QUALITY POLICY 
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4. Executive Order No. 183 dated May 6, 1969, signed by President Ferdinand E. 
Marcos Three (3) years later, the country’s food requirement outgrew the 
effectiveness of the RCPCC, thus, in 1969, the National Food and Agriculture 
Council (NFAC) was formed.  

 NFAC was headed by the Secretary of Agriculture and Natural Resources as 
Chairman-Coordinator with the head of agencies related to food production 
including the Governor of the Central Bank of the Philippines and President of 
various lending institutions as members.  

5. Presidential Decree No. 914, dated March 29, 1976, signed by President 
Ferdinand E. Marcos. The Livestock Development Council (LDC) was created 
under the Department of Agriculture (DA).   

 The LDC was created to support the policy of the government to promote the 
development of the livestock industry in order to increase the supply of 
livestock and livestock products and to attain self-sufficiency in food 
commodities of animal origin.   

6. Executive Order No. 116 dated January 30, 1987, signed by President Corazon 
C. Aquino Renaming the Ministry of Agriculture and Food (MAF) into the 
Ministry of Agriculture reorganizing its units, integrating all offices and 
agencies whose functions relate to agriculture and fishery into the ministry.    

 Thus, NFAC, as an agency, was reorganized structurally and functionally and 
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Under E.O. 116, NAFC was mandated to create consultative bodies at the 
national, regional, provincial, and municipal levels, primarily to promote 
private sector participation in agricultural and fisheries development through 
consultation, advocacy, planning and monitoring, and project evaluation.   

 
7. Executive Order No. 366 - Series of 2004 Consolidation of NAFC and LDC. On 

June 26, 2013, the National Agricultural and Fishery Council (NAFC) and the 
Livestock Development Council (LDC) were consolidated under the name of 
the Philippine Council for Agriculture and Fisheries.   





CHAPTER I 

05 

THE PHILIPPINE COUNCIL FOR 

AGRICULTURE AND FISHERIES 

2.6 Perform such other functions as may be necessary to attain the objectives of 
the livestock development programs.    

3.   DA Administrative Order No. 142, Series of 1998  

3.1 Assist the DA in the broad-based monitoring and coordination of the 
agriculture and fisheries modernization process; and   

3.2 Serve as an integrative and consultative structure for inter-agency and 
intersectoral collaboration in agriculture and fisheries modernization.   

4.  R.A. 10601 or the Agricultural and Fisheries Mechanism (AFMec) Law, 
Series of 2013  

4.1 Promulgate the national policies and guidelines on testing and evaluation of 
agricultural and fisheries machinery and equipment; Encourage and assist 
in the organization of a privately-led classification and accreditation system 
to develop and promulgate its operational guidelines and procedures;  

4.2 Provide necessary technical support to the privately-led classification and 
accreditation system to classify and accredit local agricultural and fisheries 
machinery manufacturers, importers and suppliers, distributors, and 
dealers into small, medium, and large firms;    

4.3 Act as an advisory body of the DA by providing policy recommendations to 
ensure the success of the implementation of DA programs and activities 
concerning agricultural and fisheries mechanization;     
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G. 
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agricultural schools; as well as agriculture and fisheries officials of the Local 
Government Units and heads of national government agencies. At least 60% of 
the AFC members come from the private sector and up to 40% come from the 
government sector.  

AFCs are headed by a chairperson, who is a representative from the private 
sector, freely elected by the membership. He or she is assisted by two vice 
chairpersons, one from the private sector, who is also elected, and one from the 
public sector, who takes on the position in an ex-officio capacity.  
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3. National Agriculture and Fisheries Council (NAF Council) - The NAF Council 
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H. Organizational Structure 
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I. Scope of PCAF Operations 

The scope of operations of the Philippine Council for Agriculture and Fisheries 
(PCAF) covers three core business processes under the A/F Stakeholder 
Engagement Program based on the Program Expenditure and Classification 
(PREXC) structure namely:  

1. Development and Coordination A/F Policies,  

2. Planning, Monitoring, and Knowledge Management, and  

3. Partnership Development . 

The outputs of these processes are for delivery to the Department of Agriculture 
(DA), Department of Budget and Management (DBM), Congress of the Philippines, 
and other stakeholders in the agricultural and fisheries sector.  

It also includes General Administrative Support Services (GASS) which consist of 
management and support processes undertaken by PCAF like Financial and 
Management Services, Human Resource Management, and General Services.  

 

J. Functions of the PCAF Divisions/Sections
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- Serve as a focal point for BIR and other related regulatory agencies; and    

- Perform other functions as may be assigned by the management.  

2.2 Budget Section  

- Execute mandated budgeting systems and procedures, policies, and 
principles on budget and fiscal management;    

- Provide technical advice on budgeting and other financial-related 
matters;  

- Develop, maintain, and periodically update the budget-related aspects 
of the Finance, Administrative and Management Information System 
(FAMIS) database;  

- 
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2.5 General Services Section  

- Execute policies, rules, regulations, and programs in all areas of 
records management in accordance with the National Archives Law, 
Rules and Regulations, and other existing government orders/
issuances; and in all areas of property and supply management in 
accordance with the existing auditing and accounting procedures and 
procurement laws;     

- Develop, maintain and periodically update the records, property and 
supply management aspects of the Finance, Administrative, and 
Management Information System (FAMIS) database;  

- Ensure effective and consistent implementation of policies and 
principles relative to records management and physical safety/
security;   

- Advise management on strategic and/or sensitive records 
management issues and other related relevant matters;  

- Undertake programs to ensure management of all physical facilities, 
equipment, furniture, fixtures, and vehicles; and  

- Perform other functions as may be assigned by the management.  

2.6 Management Section  

- Develop a plan and program objectives relative to management 
improvement;   

- 









CHAPTER I 

22 

THE PHILIPPINE COUNCIL FOR 

AGRICULTURE AND FISHERIES 

3.2 Project Development Section  

- Formulate and implement guidelines for the use and availment of 
funds managed by the agency;       

- Evaluate project proposals submitted by DA and its attached agencies 
and other government and non-government entities for possible 
funding;    

- Package/Assist in project proposals to conform to the form and 
substance as set in the guidelines;  

- Prepare/review annual work and financial plans of approved projects; 

- Develop and implement an evaluation system for project proposals 
submitted for funding;     

- Develop project proposals in support to agency’s mandates;  

- Coordinate and mobilize resources to fund and support operations as 
well as priority development programs, projects and activities 
endorsed and/or implemented by the various groups of private-sector 
led organizations and relevant entities; and    

- Perform other functions as may be assigned by the management.        

3.3 Monitoring and Evaluation Section  

- Monitor and evaluate processes, results, impact, and reach of targeted 
A/F related policies, programs, projects, and initiatives under AFMA, as 
well as those implemented by PCAF in collaboration with other 
agencies;        
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- Monitor and evaluate agency performance as well as the 
implementation of programs and projects of the agency and its 
consultative bodies;     

- Establish mechanisms and measures to promote accountability for use 
of resources allocated to targeted A/F modernization related 
programs, projects, initiatives;  

- Undertake appropriate strategies/courses of action to address key 
findings from M&E activities; and         

- Perform other functions as may be assigned by the management.  

3.4 Knowledge Management Section  

- Develop, implement and maintain agency information management 
system data/knowledge base;         

- Formulate policies, standard operating procedures and standards for 
the effective installation and maintenance of ICT related security 
measures and mechanisms;  

- Provide PCAF-related data and information that will meet required 
informational requirements of stakeholders, oversight agencies and 
the National Information Network;  

- Develop knowledge management and knowledge sharing technology 
support instruments, tools and templates for identifying, capturing, 
sharing, creating and generating new knowledge, and diffusing 
knowledge and information;          
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- Undertake strategic level analysis to provide advice on appropriate/
responsive policies and action for Agri fisheries modernization and 
development as well as to develop agency position/s on sectoral issues 
and concerns; and    

- Perform other functions as may be assigned by the management.   ⴀ
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1.2 The HRDS staff shall post the approved Request for Publication of Vacant 
Positions including the position’s duties and responsibilities in three (3) 
conspicuous places in the office for at least ten (10) calendar days. Other 
appropriate modes of publication, such as but not limited to posting in the 
Civil Service Commission (CSC) website and Agency Official Website and 
Social Media platforms may also be considered.   

1.3 All next-in-rank employees identified in PCAF’s System of Ranking 
Positions (SRP) shall be automatically considered candidates for 
promotion and shall be informed through a letter from the HRDS. 
Interested next-in-rank employees shall confirm their application by 
submitting the above-mentioned documents except for the Letter of 
Intent. Likewise, their application shall be subjected to the pre-screening 
process of the Human Resource Merit Promotion and Selection Board 
(HRMPSB).   

2. Pre-screening of applicants  

2.1 The HRDS staff shall check and review the completeness of requirements 
and data submitted and evaluate the applicant’s qualifications vis-a-vis 
the minimum and basic requirements for positions in PCAF in terms of 
education, training, experience and eligibility as stated in the CSC 
Qualification Standards (QS) Manual.  

2.2 The HRDS staff shall endorse the initially pre-screened applications to the 
HRMPSB using the Pre-Screened Applicant/s to Vacant Permanent 
Position Form. 

2.3 The HRDS staff shall post the results of pre-screened applicants in three 
(3) conspicuous places in the office for at least ten (10) calendar days.   
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6.2 Once approved, the HRDS Chief shall notify and issue an appointment to 
the recommended candidate.  

7. Announcement of promoted or newly hired applicants  

7.1 The HRDS staff shall post a notice announcing the appointment of the 
recommended candidate in three (3) conspicuous places in the agency a 
day after the issuance of the appointment for at least 15 days. The date of 
posting shall be indicated in the notice.  

7.2 The HRDS staff shall further inform the recommended candidate on the 
submission of other required documents as stated in the 2017 ORAOHRA 
(Revised July 2018). These documents shall be retained in the agency and 
filed in the employee’s 201 file.   

7.3 The HRDS staff shall provide an original copy of the approved appointment 
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C. General Procedures:  

1. Education – refers to academic, technical or vocational studies that shall 
enable the applicant to successfully perform the duties and responsibilities of 
the positions to be filled.  

2.  Training – refers to the successful completion of local or foreign training 
courses acquired from CSC or any training institution that are relevant to the 
duties of the position to be filled.  

3. Experience – refers to work experiences which are relevant to the functions of 
the position applied for.  

4. Eligibility requirements – refers to eligibility granted by the Civil Service 





CHAPTER III 

39 

PERSONNEL COMPENSATION, 

WELFARE AND BENEFITS



CHAPTER III 

40 

PERSONNEL COMPENSATION, 



CHAPTER III 

41 

 

  

 

 

 

 

PERSONNEL COMPENSATION, 

WELFARE AND BENEFITS 

- Services rendered by drivers and other immediate staff of official when 
they are required to keep the same working hours as these officials; 
and    

- Such other activities as are needed to meet performance targets or 
deliver services to the public as may be determined by the agency.   

 Employees who may be authorized to render overtime services with pay 
and compensation:  

- Only appointive and salaried civilian government employees holding 
regular, contractual and casual positions of the agency which are 
limited to Division Chief and below; and  

- Incumbents of positions of Division Chief or Equivalent level and 
below, designated as Officer-in-Charge of higher-level positions.  

2.3 Performance-Based Bonus (PBB) - is a top-up bonus that is given to 
employees based on the performance and contributions to the 
accomplishment of their agency’s overall targets and commitments and 
compliance with good governance and other conditions. The PBB shall be 
subject to the guidelines issued annually by the concerned authority.  

2.4 Collective Negotiation Agreement (CNA) Incentive - This may be 
granted to both management and rank-and-file employees of agencies with 
approved and successfully implemented CNAs in recognition of their 
efforts in accomplishing performance targets at lesser cost, in attaining 
more efficient and viable operations through cost-cutting measures and 
systems improvement.  
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B. Other Welfare and Benefits 

Other welfare and benefits include indirect compensation which are usually non-
cash or in-kind benefit items that contribute to the employee’s welfare, standard of 
living and personal development, such as protective programs like:  

1. Government Service Insurance System (GSIS)  

Pursuant to Revised Implementing Rules and Regulations of Republic Act No. 
8291 approved on June 30, 2010 provides that the rate of contribution payable 
by the member and government agency shall be nine (9) percent and twelve 
(12) percent respectively, based on the actual monthly salary of the member.  

The amount for each type of benefit is anchored on the basic monthly pension 
(BMP) defined as follows:  

 BMP = 37.5% x RAMC* if the service is 15 years or less  
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3) Life Insurance Benefits  

a. Life Endowment Policy (LEP) – Old insurance cover issued to GSIS 
members who entered government service before 1 August 2003.  

1. Maturity 

2. Cash Surrender Value 

3. Permanent Total Disability 

4. Death Benefit 

5. Accidental Death Benefit 

6. Sickness Income Benefit 

7. Annual Dividend 

b. Enhanced Endowment Policy (ELP) – Issued to new entrants in 

government service on or after 1 August 2003; to LEP holders who 

opted for conversion from LEP to ELP; and to those whose policy 

matured on or after 31 July 2003. 

1. Termination Value 

2. Death Benefit 

3. Annual Dividend 

4) Disability Benefits   

a. Permanent Total Disability (PTD) benefits shall be granted if the 
disability caused complete, irreversible, and lifelong incapacity that 
permanently hinders the member to work or to engage in any gainful 
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occupation, due to loss or impairment of normal functions of the mental 
and/or physical faculties of the member.  

1) A member who becomes permanently and totally disabled while in 
active service and has paid at least 180 monthly contributions prior 
to his disability, shall be paid the permanent total disability benefit 
in the form of monthly income benefit equivalent to the basic 
monthly pension for life effective from the date of disability. In 
addition, the member shall receive cash payment equivalent to 18 
times the basic monthly pension.  

2) A member who is separated from the service and has paid at least 
36 monthly contributions within the 5-year period immediately 
preceding the disability or has paid a total of at least 180 months 
contributions prior to the disability, shall be entitled to basic 
monthly pension for life. Provided, however, that the following 
conditions shall be met:  

• He/she is gainfully employed prior to the commencement of 
disability resulting in loss of income as evidenced by any 
incontrovertible proof thereof;  

• He/she is not a registered member of any social insurance 
institution;  

• He/she is nor receiving any other pension either from GSIS or 
another local or foreign institution or organization  

3) A separated member who becomes permanently and totally 
disabled with at least three (3) years of service but has not paid a 
total of at least 180 monthly contributions prior to the disability,  
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enables GSIS members to settle their outstanding loan balance with 
other lending institutions at reduced interest rate and longer payment 
term with the aim of improving the financial capability of GSIS 
members.    

2. Home Development Mutual Fund (HDMF)  

Under RA 9679, membership to the Fund, also known as Pag-
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3. PhilHealth  
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childbirth, the female member shall be granted maternity benefits for the 
two contingencies in a consecutive manner. She shall be paid only one 
maternity benefits, regardless of the number of offspring, per childbirth/
delivery.     

Enjoyment of maternity leave cannot be deferred but should be availed of 
either before or after the actual period of delivery (prenatal and postnatal 
leave) in a continuous and uninterrupted manner as long as it does not 
exceed the allowed number of maternity leave credits.  

Female government employees who want to report back to duty before the 
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 Employees applying for special privilege leaves shall no longer be required 
to present proof that they are entitled to avail of such leaves. Three-day limit 
for a given year shall be strictly observed: an employee can avail of one 
special privilege leave for 3 days or a combination of any of the leaves for 
maximum 3 days in a given year. SPL are non-cumulative and strictly non-
convertible to cash.     

5.7  Forced/Mandatory Leave - All officials and employees with ten (10) 
 days or more vacation leave (VL) credits shall be required to go on 
 vacation leave whether continuous or intermittent for a minimum of 5 
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5.12 Special Emergency Leave - A 5-day leave granted to those employees 
directly affected by natural calamities and disasters. (CSC Memorandum 
Circular No. 2, s. 2012 dated February 16, 2012).       

- It can be availed of every year, on staggered or continuous basis, subject 
to the approval of the head of agency/office.    

- It may be availed by the solo parent employee under any of the 
following circumstances:    

5.13 Monetization of Leave Credits - Officials and employees who have 
accumulated fifteen (15) days of vacation leave credits may be allowed to 
monetize a maximum of ten (10) days leave credits subject to the 
availability of funds.        

Monetization of 50% or more of the accumulated vacation/sick leave 
credits may be allowed for valid and justifiable reasons to wit:   

- Health, medical and hospital needs of the employee and the immediate 
members of the family;     

- Financial aid and assistance brought about by force majeure events 
such as calamities, typhoons, fire, earthquake and accidents that affect 
the life, limb and property of the employee and his/her immediate 
family;   

- Education needs of the employee and the immediate members of his/
her family;     

- Payment of mortgages and loans which were entered into for the 
benefit or which incurred for the benefit of the employee and his/her 
immediate family;    
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- Extreme financial needs of the employee or his/her immediate family 
where the present sources of income are not enough to fulfil basic needs 
such as food, shelter and clothing;     

- The monetization of 50% or more of the accumulated leave credits shall 
be upon the favorable recommendation of the agency head and subject 
to availability of funds.  

5.14 Terminal Leave - The money value of the total accumulated leave credits 
of an employee based on the highest salary rate received prior to or upon 
retirement date/voluntary separation.         
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2. Applicant/s for study leave must submit proofs of completion corresponding to 
the purpose of the leave such as:  

   

 
 

 

3. 
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7. In case the official or employee fails to render in full the service obligation 
referred to in the contract on account of voluntary resignation, optional 
retirement, separation from the service through his/her own fault, or other 
causes within his/her control, he/she shall refund the gross salary, allowances 
and other benefits received while on study leave based on the following 
formula:  

R= (SOR—SOS) x TCR 
                SOR 

Where R = Refund 
     TCR =  Total Compensation Received (Gross Salary, Allowances and  
      Other Benefits Received while on Study Leave 

     SOS = Service Obligation Served 

     SOR = Service Obligation Required 

 The official/employee beneficiary of the study-leave shall inform the Head of 
Agency in writing, through the HRDS, of his failure to pursue his studies or his 
failure to take the bar/board examination.  

The service obligation to the Department shall be as follows: 

For more comprehensive details of the L&D process, policies and procedures, the 
L&D quality objectives, quality procedure, quality forms and work instructions may 
be accessed through the PCAF QMS Google site.    
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A. Objectives:  
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b. The Outstanding Division Chief category includes Division Chiefs, 
Assistant Division Chiefs and the Executive Assistant. Further, the 
award for Outstanding Division Chief and Outstanding Section Chief 
shall not be exclusive to the duly-
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- Has not received a rating of less than 3.0 or complaint/s from the 
Customer Satisfaction Survey or Presidential Complaint Center 
(8888) or Contact Center ng Bayan (CCB).  

e. “Masinop Award” - This shall be granted to the Section that 
meticulously applies the Good Housekeeping Practices (5S) in physical 
areas under its direct vicinity and responsibility. The annual 5S audit 
using the rating form (PCAF-PRAISE-QP01-F05) shall be the basis for 
selecting one (1) awardee, which shall receive a cash award and a 
plaque of recognition.  

 For purposes of implementation, any operating unit of the Agency shall 
be eligible to receive the Masinop Award. This is in view of the 
overlapping workspaces of various Sections, which will make it 
problematic to mark demarcations during the 5S audit. The awardee 
may be either a section, a division, a unit or a committee.  

3. Call for Nominations   

3.1 The said Memorandum shall also contain instructions to the heads of the 
operating units about the standard procedure for nomination, including an 
attached sample of the Nomination Form (PCAF-PRAISE-QP01-F03).  

3.2 Immediate superiors shall make the nomination to the PCAF PRAISE 
Committee. This mode of nomination shall apply to the Outstanding PCAF 
Official/Employee Award and for the individual category of the Executive 
Director’s Award. The term “immediate superior” shall refer to the 
immediate supervisor or other PCAF officials with supervisory functions. 
The other types of PCAF Awards shall require no nomination.  
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c. Best Paper/Poster Incentive - This shall be given to an individual or 
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9.3 The Executive Director’s Award shall be granted to the winning individual 

and organizational unit/committee, as follows: 

 

 

 

9.4 The Executive Director’s Award shall be granted to the winning individual 
and organizational unit/committee, as follows:  

 

9.5 A cash award of ₱10,000.00 shall be given to each awardee of the Ulirang 
Kawani Award while ₱20,000.00 shall be granted to the recipient of the 
“Masinop Award.”  

Categories Cash Award 

   Individual Awardee     ₱ 10,000.00 

Categories Cash Award 

   Outstanding Division     ₱ 50,000.00 
   Outstanding Section of AFMD     ₱ 25,000.00 
   Outstanding Section of PDCD     ₱ 25,000.00 
   Outstanding Section of PDD     ₱ 25,000.00 
   Outstanding Section of PMKMD     ₱ 25,000.00 
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1.7 From the approved Division Performance Commitment, cascading of 
performance targets to section level targets and individual performance 
targets and measures shall be facilitated through the preparation of SPCR 
and IPCR, respectively. The indicators are cascaded from the required 
outcomes of the agency in the Office Performance Commitment and 
Division Performance Commitment to the specific outcomes needed to be 
achieved by individual staff.   

1.8 
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 supervisor, coaching can be done with co-employee or next higher 
supervisor while the immediate supervisor shall do the monitoring.   

2.4 The concerned supervisor shall submit the accomplished form to the HRDS.     

3. Performance Evaluation and Assessment    

3.1 Performance evaluation and assessment shall be regularly done semi-
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competency related performance gaps, and the opportunities to 
address these gaps, career path and alternatives.   

b. 



CHAPTER VI 

80 

PERFORMANCE 

MANAGEMENT 

5. Appeals  

5.1 Individual employees not satisfied with their final performance ratings may 
file a formal appeal to the PMT within ten (10) days from the date of receipt 
of notice of their final performance evaluation from their Division Chief.    

5.2 The PMT shall decide on the appeals within one (1) month from receipt of 
appeals.    

5.3 The decision of the PMT may be appealed to the office of the Executive 
Director.  

5.4 Officials of employees who are dropped from the rolls on Unsatisfactory or 
Poor performance rating can appeal to the CSC within 15 days from receipt 
of the order or notice of separation.       
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A. Code of Ethics:  
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3. Prohibited Acts and Transactions 

 In addition to acts and omissions of officials and employees now prescribed in 
the Constitution and existing laws, the following shall constitute prohibited acts 
and transactions of any official and employee and are hereby declared to be 
unlawful:    

3.1 Financial and material interest - Officials and employees shall not, 
directly or indirectly, have any financial or material interest in any 
transaction requiring the approval of their office.    

3.2 Outside employment and other activities rel�
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4.  Statements and Disclosure 
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4.4 Prohibited acts. It shall be unlawful for any person to obtain or use any 
statement filed under this Act for:  

- any purpose contrary to morals or public policy; or  

- any commercial purpose other than by news and communications media 
for dissemination to the general public.  

5. Divestment 

5.1 All officials or employees shall avoid conflicts of interest at all times. When 
a conflict of interest arises, he/she shall resign from his/her position in any 
private business enterprise within thirty (30) days from his/her 
assumption of office and/or divest himself/herself of his shareholdings or 
interest within sixty (60) days from such assumption.     

 

B. Office Regulations  

1. FLAG AND HERALDIC CODE OF THE PHILIPPINES  

1.1 In compliance with Republic Act No.8491, otherwise known as the ‘Flag and 
Heraldic Code of the Philippines” and the CSC MC No. 19, series of 2012, all 
officials and employees are required to attend the flag-raising ceremony 
every Monday morning, or the next working day if Monday is declared a 
holiday, and a flag-lowering ceremony every Friday afternoon or on the last 
working day of each week.     

1.2 The HRDS shall be responsible for monitoring the attendance, In the event 
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2. OFFICIAL WORKING HOURS AND OFFICE ATTENDANCE  

2.1 Under Section 5, Rule XVII of the Omnibus Rules Implementing Book V of 
Executive Order No. 292, all PCAF officials and employees are required to 
render eight (8) working hours, a day (core hours) for five (5) days a week, 
or a total of forty (40) hours a week excluding time for lunch. The normal 
working hours shall be from 8:00 AM to 12:00 PM and 1:00 PM to 5:00 PM.  

 In case of work suspension, an employee shall not be considered absent for 
the whole day. Instead, his/her leave credits shall be deducted for the 
corresponding time computed from the official working hours start-up to 
the time of work suspension is announced.  

2.2 Flexible Working Hours - employees are allowed to work in flexible hours, 
provided that such shall render not less than eight (8) hours a day. The 
flexible working hours shall be no earlier than 7:00 AM and end no later 
than 6:00 PM. In addition, at least 10% of the total warm bodies in each of 
the Agency units are required to be present from 8:00 AM to 5:00 PM and 
shall ensure continuous and efficient service to the public even during 
lunch breaks.   

2.3 In various circumstances, the Head of the Agency and/or Division may 
require the employees to report early or extend their work hours.  

2.4 Use of Biometric Fingerprint Machine - All employees are required to log 
their attendance four (4) times a day through the biometric machines 
installed at the PCAF lobby – 2nd floor (2 units) and New PCAF Building – 
3rd floor (1 unit).  
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 Any officer or employee who incurred Frequent Unauthorized Absences 
(Habitual Absenteeism) shall have the following penalties (Section 46        
(B) (5), RARACCS): 

- First offense – suspension for six (6) months and one (1) day to one (1) 
year;  

- Second offense – Dismissal from the service  

3.2 Habitual Tardiness - an officer or employee is considered habitually tardy if 
he/she incurs tardiness, regardless of the number of minutes, ten (10) 
times a month for at least two (2) months in a semester or at least two (2) 
consecutive months during the year (CSC MC. No. 23, s. 1998).  

Tardiness is incurred in the following instances:  

- Arriving at the office after the prescribed time for flag-raising 
ceremonies on Mondays and after 9:00 in the morning from Tuesdays to 
Fridays;  

- Arriving at the office after 1:00 in the afternoon from Mondays to 
Fridays; and  

- Any officer or employee who is absent in the morning is considered to be 
tardy and is subject to provisions on Habitual Tardiness (CSC MC. No. 17, 
s. 2010).  

Any officer or employee who is determined to be habitually tardy shall be 
liable for the following penalty as follows (CSC MC NO. 23, s. 1998):   

- First offense – reprimand;  

- Second offense – suspension for one (1) day to thirty (30) days;  

- Third offense – dismissal  





CHAPTER VII 

91 

GENERAL 

POLICIES 

5. WEARING OF PCAF OFFICIAL IDENTIFICATION (ID) CARD   

5.1 I.D. cards shall be worn at all times during office hours with the office 
premises   

5.2 Only the HRDS is authorized to issue the prescribed I.D. cards.   

5.3 Lost ID Cards are replaced upon request to the HRDS.   

5.4 Employees who will be found using ID Cards other than issued by the HRDS 
shall be subjected to disciplinary action in consistent with Civil Service Law 
and Rules.   

6. OFFICE DECORUM    

6.1 Loitering, loud-talking, boisterous laughing and other similar actions/
actuation is not allowed within the PCAF premises.  

6.2 Drinking of alcoholic beverages is strictly prohibited within PCAF premises 
and DA compound.   

6.3 Any violation of the above rules shall be subjected to disciplinary action in 
consistent with Civil Service Law and Rules.  

7. NO SMOKING POLisĄᤀe
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9.3 The frequency of subsequent random drug tests - shall be prescribed by the 
concerned agencies taking into consideration among others, the number of 
public officials and employees, nature of work being discharged, funding 
and other logistics. Subsequent random testing shall be periodically 
conducted in an interval not to exceed two (2) years.   

9.4 The agencies shall conduct the drug tests in accordance with the 
procedures set forth by the Dangerous Drug Board which shall be 
disseminated to their personnel to include but not limited to the following:  

- The drug test shall only be conducted by a government drug testing 
laboratory or by a drug testing laboratory duly authorized and 
accredited by the DOH.  

- The randomly selected public officials and employees will fill up and sign 
a chain of custody form issued to them.  

- The specimen bottles must be properly labelled and taking of specimen 
samples for screening test must be done in an area where manipulation 
(e.g., adding of water) is not possible. 

- Specimen samples found positive in the screening test shall be submitted 
for confirmatory testing within the same day.  

9.5 A positive drug test result from the confirmatory test shall immediately be 
made known to the Head of the office/agency or to the person 
designated  by the Head of the office/agency who shall then notify the 
concerned public official or employee. Said public official and employee 
shall have fifteen (15) days from receipt of notice to challenge the result of 
the confirmatory test. The challenge test shall be conducted using the same  
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 specimen, by a government drug testing laboratory or by a drug testing 
laboratory duly authorized and accredited by the DOH. Failure to file a 
challenge within the prescribed period shall make the positive drug test 
result from the confirmatory test final and the office/agency shall then 
take the appropriate action. 

A positive drug test result from the challenge test is en 
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9.7 Administrative liability  

- 
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- Any public official or employee found to have tampered the result of a 
drug test or interfered in the conduct of the drug test or in the release of 
drug test results shall be charged with the administrative offense of 
Grave Misconduct; and  

- Officials and employees caught using or peddling drugs shall be charged 
with the administrative offense of Grave Misconduct, without prejudice 
to the filing of appropriate criminal charge/s under R.A. No. 9165 and 
other pertinent laws.  

 

C. Administrative Offenses*  

1. The following grave offenses shall be punishable by dismissal from the service:  

1.1 Serious Dishonesty;  

1.2 Gross Neglect of Duty;  

1.3 Grave Misconduct;  

1.4 Being Notoriously Undesirable;   

1.5 Conviction of a Crime Involving Moral Turpitude;  

1.6 Falsification of Official Document;  

1.7 Physical or mental disorder or disability due to immoral or vicious habits;  

1.8 Receiving for personal use of a fee, gift or other valuable thing in the 
course of official duties or in connection therewith when such fee, gift or 
other valuable thing is given by any person in the hope or expectation of 
receiving a favor or better treatment than that accorded to other persons, 
or committing acts punishable under anti-graft laws;  

 

 

 



CHAPTER VII 

97 

GENERAL 

POLICIES 

1.9 Contracting loans of money or other property from persons with whom 
the office of the employee has business relations;  

1.10 Soliciting or accepting directly or indirectly, any gift, gratuity, favor, 
entertainment, loan or anything of monetary value which in the course of 
one’s official duties or in connection with any operation being regulated 
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3. The grave offense of Inefficiency and Incompetence in the performance of 
Demotion official duties may be punishable by Demotion. In this case, the guilty 
person shall suffer diminution in salary corresponding to the next lower salary 
grade with the same salary step.   

4. The following less grave offenses shall be punishable by suspension of one (1) 
month and one (1) day to six (6) months for the first offense; and dismissal 
from the service for the second offense:   

4.1 Simple Neglect of Duty;  

4.2 Simple Misconduct;  

4.3 Discourtesy in the Course of Official Duties;  

4.4 Violation of existing Civil Service Law and rules of serious nature;   

4.5 Insubordination;  

4.6 Habitual drunkenness;  

4.7 Unfair discrimination in rendering public service due to party affiliation 
or preference;  

4.8 Failure to file sworn statements of assets, liabilities and net worth and 
disclosure of business interest and financial 1 month and connections 
including those of one’s spouse and unmarried children under eighteen 
(18) years of age living in one’s months household;  

4.9 Failure to resign from one’s position in the private business enterprise 
within thirty (30) days from assumption of public office when conflict of 
interest arises, and/or failure to divest oneself of one’s shareholdings or 
interest in private business enterprise within sixty (60) days from  
assumption of public office when conflict of interest arises; Provided, 
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 however, that for those who are already in the service and conflict of 
interest arises, the official or employee must either resign or divest 
himself/herself of said interest within the periods hereinabove provided, 
reckoned from the date when the conflict of interest had arisen; and  

4.10 Engaging directly or indirectly in partisan political activities by one 
holding non-political office.  

5. 
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6.9 Willful failure to pay just debts or willful failure to pay taxes due to the 
government;    

6.10 Lobbying for personal interest or gain in legislative halls and offices 
without authority;  

6.11 Promoting the sale of tickets in behalf of private enterprises that are not 
intended for charitable or public welfare purposes and even in the latter 
cases, if there is no prior authority;  

6.12 Failure to act promptly on letters and request within fifteen (15) working 
days from receipt, except as days otherwise provided in the rules 
implementing the Code of suspension Conduct and Ethical Standards for 
Public Officials and Employees;  

6.13 Failure to process documents and complete action on documents and 
papers within a reasonable time from preparation thereof, except as 
otherwise provided in the rules implementing the Code of Conduct and 
Ethical Standards for Public Officials and Employees;  

6.14 Failure to attend to anyone who wants to avail himself/herself of the 
services of the office, or act promptly and expeditiously on public 
transactions;  

6.15 Engaging in private practice of one’s profession unless authorized by the 
Constitution, law or regulation or the head of the office where the 
employee or official is assigned and provided that such practice will not 
conflict with one’s official functions; and  

6.16 Pursuit of private business, vocation or profession without the permission 
required by Civil Service rules and regulations. 
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D. Other Specific Offenses  

The following acts also constitute administrative offenses:  

1. Offense of Sexual Harassment - Grave Offenses punishable by dismissal from 
the service shall include:   

1.1 Unwanted touching of private parts of the body (inner thighs, genitalia, 
buttocks and breast);  

1.2 Sexual assault;   

1.3 Malicious touching;  

1.4 Requesting for sexual favor in exchange for employment, promotion, local 
or foreign travels, favorable working conditions or assignments, a passing 
grade, the granting of honors or scholarship, or the grant of benefits or 
payment of a stipend or allowance; and  

1.5 Other analogous cases  

2. Less Grave Offenses – shall include, but are not limited to:   

2.1 Unwanted touching or brushing against a victim’s body;  

2.2 Pinching not falling under grave offences;   

2.3
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4. Offenses based on the Anti-Red Tape Act of 2007  

4.1 Grave Offense punishable by dismissal and perpetual disqualification 
from public service include fixing and/or collusion with fixers in 
consideration of economic and/or other gain or advantage; 

4.2 Light Offenses are punishable by thirty (30) days suspension without pay 
and mandatory in Values Orientation Program for the first offense; three 
(3) months suspension without pay for second offense; and dismissal and 
perpetual disqualification from public service for third offense:  

4.2.1 Refusal to accept application and/or request within the prescribed 
period or any document being submitted by a client;  

4.2.2 Failure to act on an application and/or request or failure to refer 
back to the client a request which cannot be acted upon due to 
lack of requirements within the prescribed period.  

4.2.3 Failure to attend to clients who are within the premises of the 
office or agency concerned prior to the end of public official 
working hours and during lunch break.  

4.2.4 Failure to render frontline services within the prescribed period 
on any application and/or request without due cause.  

4.2.5 Failure to give the client a written notice of the disapproval of an 
application or request; and  

4.2.6 Imposition of additional irrelevant requirements other than those 
listed in the first notice.  

 

 

 

* - based on the 2017 Rules on Administrative Cases in the Civil Service (RACCS)  
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Panunumpa sa Watawat ng Pilipinas: 
Ako ay Pilipino. 

Buong katapatang nanunumpa sa watawat ng Pilipinas 

At sa bansang kanyang sinasagisag, 

Na may dangal, katarungan at kalayaan 

Na pinakikilos ng sambayanang maka-Diyos, 

Maka-kalikasan, maka-tao at maka-bansa. 

 

Panunumpa ng Kawani ng Gobyerno:        
Ako ay isang lingkod bayan. 

Pangangalagaan ko ang tiwalang ipinagkaloob ng mamamayan. 
Maglilingkod ako nang may malasakit, katapatan, at kahusayan na walang 
kinikilingan. 
 
Magiging mabuting halimbawa ako, at magbibigay ng pag-asa at inspirasyon sa aking 
kapwa lingkod bayan. 
Lilinangin ko ang aking sariling kakayahan upang sa lahat ng panahon ay 
mapaglingkuran ko nang buong kahusayan ang sambayanan. 
 
Hindi ako makikibahagi sa mga katiwalian sa pamahalaan. 
Pipigilan at isisiwalat ko ito sa pamamagitan ng tama at angkop na pamamaraan. 
 
Isasabuhay ko ang isang lingkod bayang maka-Diyos, maka-tao, makakalikasan at 
makabansa. 
 
Tutugon ako sa mga hamon ng makabagong panahon tungo sa adhikain ng matatag, 
maginhawa, at panatag na buhay. 
Sa mga tungkulin at hangaring ito, kasihan nawa ako ng Maykapal. 
 

 






