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Republic of the Philippines 22.53.39¢Y
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS
OFFICE OF THE SECRETAR .
Manila X 2Z 2011

DEPARTMENT ORDER SUBJECT: POLICY ON THE THREE (3) SALARY

GRADE LIMITATION ON PROMOTIONS

)
)
No. d )
Series of 201@" n A

Item No. 15 of Civil Service Commission (CSC) Memorandum Circular No. 3, series of 2001, on the
subject: Revised Policies On Merit Promotion Plan, and the CSC-approved DPWH Merit Selection Plan

and System of Ranking Positions provide, among others, that an employee may be promoted to a

position which is not more than three (3) Salary Grades higher than his present position, except in very
meritorious cases. For clarity, the CSC has later issued several Office Memoranda to further expand and
clarify the same, particularly on what would constitute meritorious cases.

Thus, to have a common understanding and uniform interpretation and application of the said CSC
ruling, and to further promote morale, efficiency and integrity in the civil service, the following
guidelines in the three (3) salary grade limitation on promotion in the DPWH are hereby prescribed:

1. The policy on the three (3) Salary Grade (SG) limitation applies to promotional appointments to
1%, 2" and 3™ level positions, except presidential appointments.

2. Such promotional appointment may be considered meritorious if it falls under any of the following
situations:

a. When the vacant position is a lone or entry-level position as indicated in the staffing pattern of
the concerned office;

b. When the candidate is the lone applicant and/or when the next-in-rank employee(s) is/are not
qualified;

c. When the next-in-rank position/s, as indicated in the DPWH System of Ranking Positions,
is/are vacant; or,

d. When the qualified next-in-rank emponee(s) waived, in writing, his(their) right over the vacant
position.

3. Exemption to the 3-SG limitation shall only be allowed if the concerned candidate possesses
superior qualification. The candidate should pass through a deep selection process, taking into
consideration his superior qualifications with regards to: a) educational achievements, b) highly
specialized trainings, c) relevant work experience, and d) consistent high performance rating.

4.  Notwithstanding the authority delegated to approve/issue appointments under Department Order
No. 24, series of 2007, all proposed promotional appointments for exemption from the 3-SG
limitation rule shall be subject to clearance from the DPWH Secretary.

This Order supplements, amends and/or modifies related issuances and shall take effect immediately.
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- 15.  An employee may be promoted or transferred tc a position which i is not

" more than three (3) salary, pay or job grades higher than the employee’s
present posmon except in very meritorious cases, such as: if the vacant
position is next-in-rank as identified in the System of Ranking Positions
(SRP) approved by the head of agency, or the lone or entrance position
mdlcated in the agency stafﬂng pattern.

16. An employee should ha ve rendered at least very satlsractory service for
the last rating period in the present position before being considered for
~ promotion.
17. An employse who is on local or foreign scholarship or training grant or on
maternity leave inay be considered for promotion.

For this purpose, performance rating to be considered shall be the
rating immediately prior to the scholarship or training grant or maternity
leave.

If promoted, the effectivity date of the promotlonai appointment shall
be on the assumphon to duty.

18.  Promotion within six (6) months prior to compulsory retlrement shall not be
allowed except as otherwise provided by law.

19.  Anotice announcmg the appomtmen of an employee shall be posted in
three conspicuous places in the agency a day after the issuance of the
appointment for at least fiteen (15) calendar days.

: 20.  The approved agency Merit Promotion Plan shall be used as one of the
- bases for the expeditious approval of appointments, for attestatlon and -
accreditation 1o take final action on appointments. o |

21. Al! government agencies shall submit their Merit Promotion Plan to the
Civil Service Commission which shall take effect immediately upon
approval. All subsequent amendments shall take effect nmmedsately upon
approval by the Civil Service Commission.
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OM No. 825 2008

CSC REGIONAL AND FIELD OFFICE DIRECTORS

: sdvisery on tha Apolisstion of the Policy on ihe Thres-
Salary Srads Limitation ef Fromotion

The Cammission has observed that despite ths [ssuence ol CSC OM No, 8, 5.

2003 and OM No. 38, s, 2004, which clarity the policy on the thras-salary grade

{imitatlen en premotion, there ars still many GSC Regional Offices and Flald Offfces -
that automatically disapprove sppolntments sovered by the wald polley without

gludving further the reasons for such appointmernts,

To put the policy In its propst perapective, the Commisslon further clarifias
that the thres-ssiary grade limitation on promotion is not & hard and fast rule and,
therefors, should not be made the aoia basis for the dlaapproval of 4n appointment,
byt should be tsken ad an Indicator of poselple abuse of discration In the
appaintment process.

If tho appointment involves more shan ‘ne salary grade fimit, make =
inoraugh evalustion of e mannar and mait of the jssuance of the aonolntment vis-
awvis the regsons or justifications of the sppoirting autheHty. If the izsuance of the
. appointment falls under any of the meritorious cases or Is bassd on. mentorious
tongideration, approve the apwointirent if 8l tha other requirementa have been
sompliad with,

n}

Y

Aglds from the meriorious cases sRUMBSTaiss in the tw
Commisslon has ales canziderad the foliowing slivstions av falling within
excaption from the 3-salary grads limitation en promotior:

&)

Ly

} when e sppointee s he lone applican

V when the gqualified noxtinrank empl
vacant positian in writing

y when the naxt-lrerank position, as Wentified in the agency System of
Ranking Positions (SRP), is vacant .

d) when next-in-rank is not quelifled

) when the gualified next-in-rank did nol apply
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T} when protestant’s position is alse mors then 3-5G lowar then the protested
- position,

HARINA CCNS?ANT%N&DAWD .
' Chairman




OM No. 6 ¢ 2006

CEFICE MEMORANDUWM

. 8C REGIONAL AND FIELD OFFICE DIREGTORS

UBJECT Advlsory on the Application of the Pollcy on the Thiee-
O Salary Srads Limitation on Promotion

The Commission has observed that despite the lesuance of CSC OMNo, 6, 5.
003 and OM No. 38, s. 2004, which clanify the policy on the thres-salary grade

on on. premetion, there ars still riany CSC Regional Offices and Fleld Offices:
altomatically disapprove sppolntments sovered -by the sald policy. without
‘sludying further the reasons for such appoinimernts.

To put the polley in ts propst perspective, the Commlisglon further ciarifisg
that e threa-sslery grade limitation on promotion is ot & hard and fast rule gnd,
therefore, should not be made the soie pasls for the dlsapproval of an appointment,
ut should be taken 23 an Indicator of posalble abuse of discretion In the
“ appoiftiment process. »

I the appointment involves more than the salary grade limit, meke a
{roraugh evaluation of the fmanner and mait of the fasuancs of the appontment vis-
“vis the regsens or justifications of the sppointing authority. - If tha {ssuance of the
appointment falls undar any of the preritorious cases or ls basad on. meritorious
neideration, approve the appointrrent” if all the other requirements have heen
pomplied with, .

Aglde from the meritorious cases snumeraiad In the two previous OMS, tha
. Commisglon has also considerad the following situstions as falling within the
axception from the 3-salary grade limitation on promotiont

2) when the sppointee | the lone applicent

p) when tha gualifled nextin-rank emolovess. walved their right over the
vacant position in wiiting

c) when the next-insrank position, «s identified in the agency System of
Ranking Positions (SRP), is vacant ‘

d) when next-in-fank is not quslified

8y when fhe gualified nextIn-rank did ot mpply
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7} when protesiant's position is slzc mors than 3-5G lewar than the protestad
. position,

Plagse be puided accordingly.

k oo WY ' -1
HARIMA CONSTANTING-DAVID

Chairman
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OM No. 38 , 5. 2004

o %é“osgz_cg MEMORANDUM

REGIONAL OFFICE AND FIELD OFFICE

& Clarification of the Pollcy on the Three-Salary Grade Limitatlon

“onthe three-salary grade limitation on promotion, the Reglonal and
ried actions on appointmants involving the promotion of employses
imore than three salary grades higher than thelr present positions,

SC0M No, 6, 8. 2003, the three-salary grade fimitation on
limit the situation wherein a favored employee may be |.romnted to

e organization, {o the disadvantags of qualified employees. It also
lons where the. selection of candidatas for promotion is limited to
anizational unit or agency, thereby preventing the infusion of fresh,
overnment service.  Thus, the three-salary grade limitation shouid he.:
or of possible favoritism or abuse of discration rather than as an

i

ction, the Commission deems it proper to further clarify the above-

: res-salary grade Hmitation shall apply only to grometion, . This
apply to the following personnel actions which Involve issuance of an
; _

mployment
gintiment

appolinted in the govemment service for the first tims, either fo a
& non-carger service position, shall also be exempted from this

efined Iy Secilon 4 (¢}, Rule 1l of the Omnibus Rules on Appointments

nel Actions, 'is the sdvancement of an employes from one pesiiion
crease In dufies end responsibilitles as suthorized by law, and

led by an inersase In salary. Promotion may be from one
ency (o another or front one organizasional unit (o snother within _

agency.” "

hand, as defined In Section 4.(d), Rule Ill of the Omnitus Rules on
mevement of emplovas from one posttion o another which is




¢ dearth category, sush

ttorney po :L*f&‘i‘,f’:

tion iz deemed {0 be in the dearth category if it is hard to fil because Guafified
Icants perapproved qualification standards, are difficult 1o find.

bighly speciali zed a

ad v:M:a ion, f"'mmm i siiils, which may hot be
'red thraugn .Orqu \,d ucation, fraining programs, or exgerience gained fror

alion of appointments, which inveive promation to a position that is rmore thar
ary_ grade higher than the appohf‘aes present poslt!on 18 CSC Regional an

s are enjoined to exert sffort to further evaluate them before disapproving the

<

&
.

<

i

o’n to facilitate review and svalua tion of appeintments, the CSC Reglonal and
Hices. are likewise enjoined io require agﬁnc:es under their UFISdlCtxOH to wbmt
SRR The agency SRF shall be used as ong of tha basss for dstr’mfn}w whether

bserve { 'in; ;«oxlcv on i e th“f: -sziary grade Imitaion on promotlon as
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or slf of the following would constiiuie as 2 meritorious cage, excepted from
— e ..u‘.“t,.g,‘ An oo Sl Gpnsl S o st Fme
Fi3se Lmitaign wﬂ Promouion and range

The posiiim occupied by the person is next- in-ranik to the vacant position,
as identified in Merit Prcmot:on Plan and the 3ystem of Ranking Positions
(SRP) of the sgency,

‘The position is a lone, or entrance position, as indicated in the agency

staffing patiern; :

3. The position belongs to the dearth ontegory, such as Medicnl
ffiners/Specialist positions and Attorney positions;

4. The position is unique and/or highly specialized, such as Actuarial
*' posifions and Airways Communicator, ' :

St

The candidates passed through a deep sslection procsss, taking imto
vonsideration the candidates” superior-qualifications in regard to:

. ‘ q 3 . A
Bdueationsl schisvements

5
e Highly specialized trainings
L Relevant work experience
o Consistent high performance rating/ranking
18 The vacant position belongs to the closed career system.

%t‘ your nformation and gutdance.
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{ARINA CONSTANTING-DAVID
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