Republic of the Philippines 100 Years of Service;
° . . . - Civil Service at its Best,
Civil Service Commission Wuns
Constitution Hills, Batasang Pambansa Complex, Ditiman, 1126 Quezon City M amam 6Y3" .

MCNO. 21 S. 2002

MEMORANDUM CIRCULAR

TO : ALL HEADS OF DEPARTMENTS, BUREAUS AND
AGENCIES OF THE NATIONAL/LOCAL
GOVERNMENTS, INCLUDING GOVERNMENT-OWNED
AND/OR CONTROLLED CORPORATIONS WITH
ORIGINAL CHARTERS, AND STATE UNIVERSITIES
AND COLLEGES

SUBJECT: POLICIES ON DETAIL

Section 6 (b), Rule III of the Revised Omnibus Rules on Appointments and other
Personnel Actions (CSC Memorandum Circular No. 40 s. 1998 as amended by CSC
Memorandum Circular No. 15, s. 1999), defined detail as the temporary movement from one
department or agency to another which does not involve a reduction of rank, status or salary.
Said section provides for the rule on detail such as the entitlement to and source of the salary of
the detailed employee, its duration and appeal with respect thereto.

However, the Commission recognized the need to establish and clarify further its policies
governing the detail of employees to other departments or agencies, specifically with respect to
the extent of authority of the mother agency and receiving agency, the personnel actions covered
and other pertinent guidelines.

Hence, in CSC Resolution No. 02-1181 dated September 13, 2002 , the Commission
adopted the attached Policies on Detail. Said Resolution shall govern the detail of employees in
all agencies of the government.

For the information and guidance of all concerned.
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Re: Policies on Detail
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RESOLUTIONNO. (021181

WHEREAS, Section 2 (1), Article IX-B of the 1987 Constitution provides that
the Civil Service embraces all branches, subdivisions, instrumentalities and agencies of
the Government, including government-owned or controlled corporations with original
charters;

WHEREAS, Section 12 (3), Chapter 3, Title I (A), Book V of the Administrative
Code of 1987 provides that the Commission shall promulgate policies, standards and
guidelines for the Civil Service and adopt plans and programs to promote economical,
efficient and effective personnel administration in the government;

WHEREAS, Section 12 (14), Chapter 3, Title I (A), Book V of the B
Administrative Code of 1987 provides that the Commission shall take appropriate action
on all appointments and other personnel matters in the Civil Service;

WHEREAS, Section 6 (b), paragraph 1 of the Revised Ommnibus Rules on
Appointments and other Personnel Actions, (CSC Memorandum Circuiar No. 40, s. 1998,
as amended by CSC Memorandum Circular No. 15. s. 1999), defines detail as the
temporary movement of an employee from one department or agency to another which
does not involve reduction in rank, status or salary.

WHEREAS, the Commission recognized the need to clarify the policies
governing the detail of employees to other departments or agencies, particularly as
regards the extent of authority of the mother agency and the receiving agency, the
personnel actions covered and other pertinent guidelines to govern the same.

NOW, THEREFORE, the Commission resolves to adopt the following policies
and guidelines on the detail of employees.

Section 1. Detail — is the temporary movement of an employee from one
department or agency to another which does not involve a reduction in rank, status or
salary.

A detail will not require the issuance of an appointment but only an office order
which should be issued by the appointing authority. The employee detailed receives
his/her salary from his/her mother unit/agency.
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Section 2. Duration of the Detail- the detail shall be allowed. only for a
maximum period of one year. Details beyond one year may be allowed provided it is with
the consent of the detailed employee. The extension or renewal of the period of the detail
shall be within the authority of the mother agency.

If the employee believes that there is no justification for the detail, he/she may
appeal his/her case to the proper Civil Service Commission Regional Office. Pending
appeal, the detail shall be executory unless otherwise ordered by said regional office.
Decision of said regional office may be further appealed to the Commission en banc.

Section 3. Authority over the detailed employee- During the period of the
detail, the mother agency relinquishes administrative supervision over the detailed
employee to the receiving agency. Administrative supervision refers to the authority to
direct the performance of duties; restrain the commission of acts; and review, approve,
reverse or modify acts or decisions of the detailed employee. In this regard, the receiving
agency has the responsibility to monitor the punctuality and attendance of the employee,
approve requests for leave, evaluate his performance, grant authority to travel and
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xercise other acts necessary to effectively supervise the employee.

Prior to the effectivity of the detail, the mother agency shall furnish a certification
of the available sick and vacation leave credits of the detailed employee to the receiving
agency. In the event the receiving agency approves requests for leave by the detailed
employee, a copy of the same shall be submitted to the mother agency.

Seciion 4. Personnel actions/movements of detailed employee- With respect to
personnel actions such as promotion, transfer, renewal, change of status, demotion,
upgrading and reclassification of positions and the like, which require the issuance of an
appointment, and other personnel movements such as reassignment, detail, secondment,
job rotation and designation which do not necessarily require the issuance of an
appointment, including salary adjustment, step-increment and monetization of leave
credits concerning the detailed employee, the same shall still be under the jurisdiction of
the mother agency notwithstanding that the empioyee is detailed in another agency.

Section 5. Authority to discipline detailed employee- Notwithstanding the
detail of the employee, the authority to discipline him/her is still vested in the appointing
authority of the mother agency where he/she belongs. As used herein, the authority to
discipline includes the determination of the existence of a prima facie case against
him/her, issuance of a formal charge, issuance of the order of preventive suspension if the
case so warrants, conduct of formai investigation, and rendering of the decision on the
administrative case.

With respect to the administrative case arising from acts done by the employee in
the receiving agency, said agency shall have the right to initiate or file the complaint
against the detailed employee subject to the provisions of the Uniform Rules on
Administrative Cases in the Civil Service (CSC Resolution No. 99-1936, August 31,
1999).
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Section 6. All other existing issuances that are inconsistent herewith are deemed
repealed or amended accordingly.
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