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TWELFTH ANNUAL REPORT OF THE BUREAU OF
CIVIL SERVICE.

MANILA, P. 1., July 29, 1912.
SIR: The following report showing the operations of the Bureau
of Civil Service during the fiscal year ended June 30, 1912, is
respectfully submitted:

EXAMINATIONS.

The total number of persons examined during the year was
7,422, an increase of 437, or 6 per cent, over the preceding year.
In only one year since the passage of the Civil Service Act has
a greater number of persons been examined. The tendency noted
for several years for the number of Americans examined to
decrease, the number of Filipinos examined in English to in-
crease, and the number of Filipinos examined in Spanish to
decrease, continued during the year. The Americans who took
educational examinations numbered 523, as compared with 688
during the preceding year, a decrease of 165, or 24 per cent;
232 Americans passed, as compared with 310 during the preced-
ing year. The Americans were examined principally for the -
positions of first grade clerk (218), stenographer (22), civil
engineer (11), surveyor (7), sanitary inspector (9), superin-
tendent (16), assistant, teacher, industrial teacher, teacher of
agriculture, and teacher of domestic science (54), fireman (41),
patrolman (39), and prison guard (37).

The number of Filipinos examined in English was 5,786, which
is 815, or 17 per cent, more than the number examined during
the preceding year; of these 1,649, or 29 per cent, passed, as
compared with 1,089, or 22 per cent, during the preceding year.
Eighty-five per cent of the Filipinos examined took examinations
in English; for the preceding year the per cent was 80. These
figures show the spread of the English language ‘among the
young men and women just entering on their life work.

The great bulk of the Filipinos examined took second (2,601)
and third (2,001) grade English and junior and junior industrial

teacher (470) examinations. Filipinos, however, also qualified
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in the civil engineer (1) and junior civil engineer (2), surveyor
(5) and junior surveyor (19), scientific assistant (2), junior
draftsman (15), assistant computer (12), librarian (1), trained
nurse (1), first grade English (16), translator (1), typewriter
(1) and junior typewriter (4), junior stenographer (7), book-
keeper (8), assistant provincial treasurer (8), and other exam-
inations. Two young Filipino women, educated entirely in
the public schools of the Islands, qualified with excellent ratings
in the assistant examination, the highest general examination
given for entrance to the Philippine civil service, and one of
them has received appointment as teacher in the Bureau of
Education. This is the first time a Filipino educated in the
Islands has qualified in this examination.

Only 988 Filipinos were examined in Spanish, a decrease of
239, or 19 per cent, from the number examined during the preced-
ing year. This is the first time since the passage of the Civil
Service Act that the number of Filipinos examined in Spanish
has fallen below a thousand in any year. Only 19 per cent of
those examined in Spanish passed, and the number of Spanish
eligibles obtained was 83 less than during the preceding year.
In several of the provinces not a single person passed the exam-
inations in Spanish, and in Manila only 32.

Of the persons taking all examinations during the year 29
per cent passed, the same as during the fiscal year 1910; during
the fiscal year 1911 only 24 per cent passed. Sixty different
kinds of examinations were given, covering the whole field of
the Government service, professional, technical, and clerical.

The dates on which general provincial examinations are given
have been rearranged. The general clerical, professional, and
technical examinations are now given in the provinces in Feb-
ruary, and all the examinations for the teaching service are
given late in May, just before the close of the long vacation.
The February examination papers are sent to the summer cap-
ital at Baguio for rating by the examining division, which is
transferred to Baguio in February, and their rating is about
completed when the examinations for the teaching service are
given in May. This results in a prompter rating of papers and
establishment of eligible registers than heretofore. All exam-
inations given in the provinces both for the general service
and the teaching service, except the junior teacher examinations,
are also given early in the autumn. In Manila most examina-
tions are given much more frequently than in the provinces.

Two instances of voluntary adoption of the method of select-
ing unclassified employees from the registers of eligibles estab-
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lished for appointment to the classified civil service occurred
during the year. On April 12 Mr. José Topacio, acting treasurer
of the Province of Tarlac, sent to all of the municipal treasurers
of the province a copy of the register of eligibles for the prov-
ince, and earnestly recommended that in selecting employees
under them who are in the unclassified service they give prefer-
ence to the eligibles. On June 10 the Director of Posts requested
that the Bureau of Civil Service in the future ascertain from all
applicants for the second grade English examination whether
or not they will accept appointment to the unclassified position of
student-operator in the post and telegraph school, stating that
he desires to appoint each month five or six students who have
passed the second grade English examination.

Tables giving full details'of examinations and appointments
are printed in the appendix of this report.

APPOINTMENTS.

During the year 808 appointments were made to the classified
civil service as a result of examinations held in the Islands, a
decrease of 142, or 18 per cent, from the preceding year. Only
92 Americans were appointed, as compared with 165 during the
preceding year, a decrease of 73, or 44 per cent. The principal
decreases were as follows: 13 were appointed from the first
grade clerical register instead of 30 in the preceding year; 14
from the fireman register instead of 26; 2 from the patrolman
register instead of 38. The proportion of the local appointees
who were Americans decreased from 17 to 11 per cent, the
proportion of Filipinos increasing from 83 to 89 per cent.

The Filipinos appointed from English registers numbered 606,
12 more than during the preceding year. There was an increase
in the numbers appointed from the first grade English, the
junior draftsman, the ranger, and the junior teacher registers,
and a slight decrease in the numbers appointed from the second
and third grade English registers. From the Spanish registers
only 110 persons were appointed, a decrease of 81 from the
preceding year; 21 received appointment from the third grade
Spanish register instead of 38 during the preceding year; and
42 eligibles in Spanish received appointment as municipal treas-
urer instead of 80 during the preceding year.

The number of appointments made in the United States to
the classified civil service during the year was 243, as compared
with 268 during the preceding year, a decrease of 25. The prin-
cipal decreases were civil engineers (from 28 to 3) and surveyors
(from 34 to 11). Thirteen artesian-well drillers were brought
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from the United States during the year, none having been
brought during the preceding year.

In the unclassified service 74 persons residing in the United
States were appointed, one more than during the preceding
year. Sixty-three officers of the Constabulary were appointed,
almost double the number appointed during the preceding year.
Seven assistant professors and instructors in the University of
the Philippines were brought from the United States. Although
these positions are in the unclassified service, the University
has adopted the suggestion of this Bureau that no appointment
be made until the proposed appointee has obtained from the
United States Civil Service Commission a certificate of eligibility
for appointment. The medical officers of the Bureau of Con-
stabulary are also required to qualify for appointment before
the Commission in the regular civil service physician examina-
tion, although the positions are in the unclassified service. This
has resulted in a great improvement in the class of men brought
out as medical inspectors of the Constabulary.

There were 3,183 appointments by changes in the service
(promotions, reductions, reinstatements, and transfers), 153
more than during the preceding year. The number of Ameri-
cans promoted was 959, 38 more than during the preceding
year, and the number of Flipinos promoted was 1,683, 117 more
than during the preceding year. Of the Filipinos promoted
1,206 had qualified in English examinations and 477 in Spanish
examinations.

The number of appointments made in the Federal civil service
in the Islands during the year was 72, 32 less than during the
preceding year; of these 9 were Filipinos, as compared with
4 during the preceding year.

PERSONNEL.

On January 1, 1912, there were in the permanent civil service
8,713 persons, an increase of 1,099 over the preceding year. Of
this increase 47 were Americans and 1,052 Filipinos. The in-
crease was due principally to the placing of the justices of the
peace on a permanent salary status. Formerly they were paid
by fees and were not included in the roster of permanent em-
ployees; now they are selected as a result of examination (see
last Annual Report), and receive annual salaries. During the
calendar year 1911 the proportion of Americans in the permanent
service decreased from 35 to 31 per cent. In 1903, 51 per
cent of the permanent service was composed of Americans, since
which date the proportion has gradually decreased to 31 per
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cent. During the last fiscal year 412 Americans resigned, 69
fewer than during the preceding year. There were 462 sepa-
rations from all causes, 17 per cent of the total American force.

During the year the question of the prevalence of tuberculosis
among the employees of the Government was brought up. As a
result of correspondence between the Insular Auditor, the Direc-
tor of Health, and the Director of Civil Service, the Governor-
General directed that all new appointees to the Insular civil
service in Manila be required to submit to a physical examination
by a physician of the Bureau of Health and that no appoint-
ment be effected until a satisfactory certificate is obtained.
The notice of appointment sent out by this Bureau directs
the eligible to report to the Bureau of Health for examination,
and appointment is not allowed until a certificate is submitted
from the examining physician stating that he has found the eli-
gible free from any physical defect, disease, or infirmity which
would prevent his rendering efficient service, or any disease
liable to injure the health of his fellow-workers in the same room.
This method avoids the great amount of work that would be
involved in making a physical examination of the more than 7,000
applicants examined annually and also has the advantage of
obtaining a physical examination just before the appointee enters
upon the performance of his duties. If physical examination
were required before mental examination several months would
sometimes elapse between examination and appointment, and
tuberculosis or other diseases might be contracted after the date
of the physical examination. A considerable proportion of the
persons selected have been rejected on account of unsatisfactory
physical condition. It is believed that the physical condition of
the personnel will be considerably improved by the requirement
of physical examination before appointment. As soon as prac-
ticable the system will be extended to the provinces.

LEGISLATION.

Under the Civil Service Act the position of provincial fiscal
or attorney is in the unclassified service, but the provincial code
requires that the appointee must have been admitted by the
Supreme Court to practice law in the courts of the Philippine
Islands. An act was passed on January 30 providing that the
fiscal of any province may, by authority of the provincial board,
have a deputy fiscal, who shall be a lawyer who has been ad-
mitted by the Supreme Court to practice law in the courts of the
Philippine Islands, and that persons so appointed as deputy
provincial fiscal shall not be required to have passed a civil
service examination.
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On February 1 an amendment was adopted authorizing the
payment of reasonable burial expenses and three months’ salary
or wages to the widow or dependent child or children of any
officer, employee, or laborer who is killed or dies from wounds
or injuries received in line of duty, and providing also that when
sickness is incurred as the direct and necessary result of the
performance of some act in the line of duty payment of necessary
hospital fees may be authorized.

On February 6 an act was passed providing for the issuance
by the Director of Constabulary of general regulations for the
government, discipline, and inspection of the municipal police of
the Islands and that hereafter there shall be appointed in the
municipal police only those persons who have demonstrated their
efficiency before the examining board of the province in which
they reside. The examining board is to consist of the senior
inspector of Constabulary, the third member of the provincial
board, and a municipal president. In making appointments to
the police force residents of the municipality are to be given
preference if any have qualified in the examination, but if there
are no local eligibles appointment must be made of persons from
other municipalities who have passed the required examination.
The act provides that removal can be made only after a public
hearing by the municipal council or a committee of the council,
with opportunity for the accused to defend himself. A removed
policeman is given the right of appeal to the provincial governor,
and if not satisfied with the decision of the provincial governor
he may appeal to the Governor-General of the Islands. Exami-
nations are to be given yearly. In the first examinations given
the majority of the applicants took the examination for the
position of chief of police.

On the same date an act was passed authorizing provincial
boards, with the consent of two-thirds of the municipal councils
concerned, to consolidate the municipalities of the province into
sanitary divisions, each division to have as president a duly
qualified physician appointed by the Director of Health and
one or more sanitary inspectors to be selected in accordance
with the requirements of the Director of Civil Service. The
act provides that presidents of sanitary divisions and sanitary
inspectors shall not be removed from office without an investi-
gation with an opportunity for defense, and gives the accused
the right of appeal to the Director of Health of the Philippine
Islands.

Reference was made in the last Annual Report to an extensive
bill introduced into the Assembly, completely abolishing the pres-
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ent civil service system and substituting therefor an entirely
different system. The Committee on Civil Service of the As-
sembly gave the Director of Civil Service an opportunity to
submit a written statement of the objections to the bill, and
later an opportunity to appear before the committee and be
heard in opposition to it. On the final adjournment of the As-
sembly the bill had not been reported from the committee and it
is therefore dead.

Bills were also introduced, but not reported from the com-
mittee, providing for the removal of the limitation of five years
during which leave may be accumulated; allowing persons with
more than five years of service to receive extra compensation in
lieu of leave; allowing persons who have passed the examination
for justice of the peace to be appointed to any position in the
classified service without further examination; and providing
for increase of pay of from 25 to 35 per cent for persons who
have served from ten to twenty years.

The following bills passed the Assembly, but were laid on the
table by the Commission for the reasons stated:

A bill declaring exempt from civil service examination any
person licensed to practice medicine in the Philippine Islands.
This bill was rejected on the ground that examination by the
Board of Medical Examiners for the Philippine Islands should
not be accepted as a substitute for a civil service examination in
determining the fitness of candidates to enter the Government
service, as the Government should employ an exceptionally high
grade of physicians in its work, and the mere fact that a man
is authorized to practice medicine is not sufficient reason for
his employment by the Government.

A Dbill providing that in the future only Filipinos should be
appointed as civil officers and employees, unless otherwise spe-
cifically provided in any case by the Philippine Legislature. This
bill was defeated, as it would sometimes prevent a free choice
of the most valuable material and be detrimental to the service.

A bill (similar to the one laid on the table last year) provid-
ing for the granting of leave to municipal treasurers. This bill
was defeated on the ground of the expense and the peculiar
difficulty of applying the provisions of the leave act to municipal
treasurers owing to the necessity of providing substitutes for
treasurers on leave; the necessity of transferring the bonded
liability from the municipal treasurer to the substitute and vice
versa; the difficulty of determining the responsibility for short-
ages; the inaccessibility of many of the small municipalities,
rendering the relief of municipal treasurers expensive and dif-
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ficult; the difficulty of enforcing the requirement of the hours
of labor demanded by the Civil Service Act of employees entitled
to leave; and the discrimination that would be made in favor of
municipal treasurers against other municipal employees, who
are not entitled to leave.

A Dbill allowing limited promotion without examination of
employees receiving salaries less than #2,000 per annum, who
had entered the civil service without examination before the
passage of the Civil Service Act. This bill was defeated on the
ground that it would give to this class of employees advantages
over those who had entered the classified service as a result of
examination, that length of service should not permit the promo-
tions of persons who are so poorly equipped as to be unable to
pass the required examination, and that under the civil service
law the subject of promotions is regulated by civil service rules
proposed by the Director of Civil Service and approved by the
Governor-General, and the matter should be so left and not be
disturbed by legislation limiting the proper control of the Chief
Executive over promotions in the service.

A bill prescribing office hours for Secretaries of Departments
and all subordinate officers and employees, prohibiting them
from devoting themselves to private matters, and providing for
the keeping of time records and fixing penalties for the violation
of the provisions of the act. This bill was laid on the table on
the ground that no change was made by it in the office hours
at present prescribed by executive orders, and that it would
seem inadvisable to prescribe by law the office hours of heads
of Departments and provide penalties for failure to keep these
hours, as heads of Departments are appointed by the President
of the United States and can be removed or reduced in grade
only by him.

A Dbill allowing teachers seven days’ sick leave per annum in
addition to the vacation already allowed. This was defeated
on the ground that the leave allowed teachers is already far in
excess of that allowed employees in other branches of the serv-
ice, and further allowances would seem to be inadvisable.

POLITICAL ACTIVITY.

On June 4 elections were held throughout the Islands for all
elective offices, Insular, provincial, and municipal. A copy of
the circular of this Bureau relating to political activity (see
page 65, Appendix) was sent to the chiefs of all Bureaus and
Offices, with the request that it be brought to the attention of
their employees by posting on bulletin boards or in some other
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manner. Provincial boards were requested not only to post on
bulletin boards, but to send a copy to each municipal treasurer,
their attention being invited to the fact that during the last
campaign the principal violations of the prohibition against
political activity were by municipal treasurers, and that several
of them were removed from the service or heavily fined for
violation of the regulation. Although the campaign was quite
bitter, there were few charges that civil service employees en-
gaged in political activity. Several anonymous complaints which
were received were found to be without foundation. One Insular
employee was removed from the service for mixing in local
politics. A president of a municipal board of health was sus-
pended without pay fifteen days for having distributed election-
eering cards for a candidate for a municipal office. A munic-
ipal treasurer submitted his resignation and then made political
speeches before he had been relieved from his office; information
as to his political activity was not received until he had been
relieved. Charges, apparently well supported by evidence,
against a municipal treasurer and a president of a municipal
board of health are now under investigation.

CONCLUSION.

The year under review has been satisfactory in respect to
the observance of the civil service act and rules. There has
as a rule been a spirit of coOperation, and little active hostility
has been shown. The civil service legislation enacted was as
a whole favorable to the merit system, and the harmful bills
introduced into the Legislature were either unreported from
committee or laid on the table.

Respectfully submitted.

B. L. FALCONER,
Director of Civil Service.

The GOVERNOR-GENERAL, Manila, P. I.
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APPENDIX.

STATISTICS.

[Twelfth Annual Report of the Bureau of Civil Service.

Table showing the results of all examinations in English and Spanish (ncneducational excepted) held by the Bureaw of Civil Service during the year ended June 30, 1912.

Examinations.

For original appointment.

Apprentice
Assistant
Bay and river guard .
Bookkeeper
Captain (Manila Police Department) .
Clerkofcourt ... __ . __________ ...

Computer, assistant
Draftsman:
Architectural .___________
Junior architectural
Junior mechanical
Junior topographical
Marine engines and boilers
Engineer:
A.ss.ilstant (Division of Cold Storage) __
1V1
Civil, and superintendent of construction
Juniorcivil ______________ I
Junior mechaniecal -
Fireman, first-class ._
Forage master.____ -
Hospital attendant ___.
Inspector:
District (Bureau of Posts).__....
Sanitary .
Internal-revenue agent .. __ . I
Interpreter .
Librarian ____.__.____. . ___
Nurse, trained ._.___ ... ___
Patrolman:
First-class .__.__..._.._..___.._..
Third-class_____.._.__.__.____._.. ..
Pharmacist and dispensing clerk
Prison guard:
First-class
Second-class -

First-class
Second-class -
Stenographer
Stenographer, junior -
Storekeeper.___
Superintendent of—
Cabinet making .._._._...___.
Construction_. ..
Hardware.
Lumber _
Packing _
Shipping’ .
Surveyor___._.__
Surveyor, junior .
Teacher
Teacher:
Industrial ... ..
Junior
Junior industrial __
Of agriculture
Of domestic science
Translator
Translator, junior___________. ._._
Treasurer, assistant provincial _
Typewriter
Typewriter, junior .
Veterinarian_ ... .. ___.. ____
Weather observer, first-class

Examined. Passed. Per cent passed.
Amer- ilipinos Amer- Filipinos Amer- } Filipinos
icans, icans, —————| iecans, |/
English. | g olish. | Spanish.| En#lish. | groiih  Spanish. E"““ShqEnglish.“,spanish.
S N R B P E— i U I
; ? ‘
_________ 16 | b I 5 31 ’
2 3 . - 1 2. ) 50 | 67 |
""""" 4T 7S B T 1| 2 i 25
R BT R [ i .
i i
196 82 21 52 11! S 27 13!
12 2,313 ! 241 4 527 ! 28 33 23 . 12
,,,,,,, 1,971 365 | ... 841 115 43 1 32
________ 31 54 | . 3 9 10 17
..... | 1 i
| 6 2| 2 : . 33
o 9 6 5 1 - 56 17
o 33 18 4 3. 12 | 17
1! D - 1 ] 100 | |
i |
3 1 1 I 33 o ]
10 , 1 6 R 60 i
1 o 1 100
- 4 ) 2 50 |
,,,,,,,, 2 L « . '
41! B 29 1 i
6 | - - 4 _ - 67
3 3 . . 1w

For promotion or transfer.

Examined.
Filipinos.
Amer- ! Hipino
ican_s. i
English. | English. Spanish.
H _‘,
5 1!
| .
. 16 2
11 3
S 5 19
22 119 18
. 288 | 118
30 3
‘i
i 2
0
10
1 4!
1 Lo
.
1]

Passed.
Fil 3
Amer. ’ ilipinos.
icans, | |
English. ‘ English. | Spanish.
773 i - I
| ol
11 1
1 1‘ 2
4 \ 5 1
' 59, 15
! 6 1
i 1.
1j 1
1

Per cent passed.

Amer-
icans,

English. | E

100 :
|

i

Filipinos.

nglish. Spanish.
i

To face page 16.]

Total.
- éxamined. Passed. Per cent passed.
Am“’ Filipinos. A; mpm,,s.i | prer | s
E‘rc';liz,h'}English.iSpanish. Elrcl;ﬂ:,h Englisvh.—;pianish. E]Ic’;?i:‘h' English. Spanis:.

A _
|

903 -
Nine months ended June 30,1904 . ____.____________.
Year ended June 30—

1,078
1,254 ' 13 2,072
1,187 61 3,015
842 | 821 2, 498
|
913! 2,585 3,043
512 | 2,018 1,680
474 | 2,813 1,534
451 | 3,422 1,670
369 . 3,362 1,448
531 4,156 1,185
638 4,471 1,056
452 | 5,147 801

56 100 43
63 23 44
69 20 5
65 : 19 46
58 21 45
55 | 18 43
52 | 20 38
58 | 31 40
45 23 21
52 27 27
47 23 23
42 30 20

112677

|
33 1 25
338 | 3 249
412 | 30 511
538 | 242 513

i
355 | 332 512
300 ! 213 293
168 | 205 329
71 279 305
48 ! 293 182
46 360 141
50 450 171
71 589 187

GRAND TOTALS.

|

|

i
20 1. 21
196 | 3 135
221 | 12 242
308 123 206
192 99 151
115 35 98
77 | 56 92
39 | 85 81
26 40 22
22 64 27
13 [ 26
43 105 21

__________ 84
100 54
40 47
51 40
30 29
16 33
27 28
30 27
14 12
18 19
17 15
18 11

715 2
1, 592 16
1,599 91
1,380 1,063
1,268 2,917
812 2,231
642 3,078
522 3,701
417 3,655
571 4,516
688 4,921
523 5,736

1,103
2,321
3,526
3,011

3,555
1,973

1,227
88

56 100
62 38
65 26
62 27
57 22
49 18
50 21
57 31
46 22
52 27
45 22
44 29

During the year ended June 30, 1912, 7,247 persons took educational examinations, of whom 2,066, or 29 per cent, passed. Of these, 523 were Americans, of whom 232, or 44 per cent, passed, and 6,724 were Filipinos, of whom 1,834, or 27 per cent, passed.
During the preceding year, 6,836 persons took educational examinations, of whom 1,667, or 24 per cent, passed. Of these 688 were Americans, of whom 310, or 45 per cent, passed, and 6,148 were Filipinos, of whom 1,357, or 22 per cent, passed.
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Appointments made in the United States to positions in the unclassified
service during the year ended June 30, 1912.

Position.

Assistant professor of anatomy .__. . .

Assistant professor of mathematics .. L

Assistant professor of physics ..
Assistant professor of zoology -_.___..
Associate professor of chemistry -
Interne .

Instructor in bacterlolog‘y and pathology
Instructor in English__
Instructor in physics

Second lieutenant and medical mspector, Ph|l]ppme Constabulary
Superintendent, Philippine General Hospital .. .
Third lieutenant, Phlllppme Constabulary .

Wireless operator R

Appointments in the Philippine .classified civil service

ended June 30, 1912.

Position.

Accountant._._.._._
Agricultural inspect

Apprentice (Bureau of Prmtmg) R

Assistant, Biological Laboratory .. I
Assistant architect ______
Assistant provincial treasurer
Assistant superintendent of shlpplng F—
Bacteriologist ... __ ... ... ... ...
Bookkeeper _______________. _
Cartographer (draftsman)
Chemist.. ... _______._...__.
Chemist, sugar ____
Chief clerk Bureau of Forestry . .
Clerk:
First grade . ... .. ____ . . -
Second grade_ . ___ _ __. . B
Third grade. .. _.._. ... .. ... . _.
Clerk of court__._. R -
Computer, junior . ._
Copy editor
Customs guard . .. ... ... P
Dietist __ ...
District superintendent, artesian well di-
vision (Bureau of Public Works) _.....__|
Draftsman:
Architectural .. .___
Junior architectural .
Junior mechanical ____
Junior topographical
Engineer:
Assistant, Division of Cold Storage. ___
Assistant, Bureau of Science
Civil .ol
Junior civil
Irrigation, acting chief (Bureau of
Public Works)
Examiner, Bureau of Customs_.___________|
Fireman:
First-class ... __________________]
Second-class
Forage specialist
Forester .._.______
Forester, assistant._
Hospital attendant __________.

112677—2

In the United States.

Trans-

Origi- Rein-
nal. fer. ' state-

. ment.

! Filipinos.
Amer-: Eng- ! Span-
icans. ~ lish ish

regis- , regis-
ters.

Number.

during the

Original, in the
Phlllppme Islands.

ters.

=
1t S CO b ok bk ekt b ek et ek

year

Total.

@

L LY CTS TSN YN

—
[ESTEECR N

—
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Appointments tn the Philippine classified service, etc—Continued.

Position.

Inspector of streets______._____________._.__ o

Internal-revenue agent ___
Librarian
Medical inspector.
Medical inspector, Jumor
Messenger
Municipal treasurer __
Mycologist _
Nurse
Observer, second-class -
Overseer _.__ .
Patrolman:
First-class ____
Third-class.
Pharmacist
Photo-engraver._
Plant physiologist
Prison guard:
First-class . ____ e
Second-class ... .._.__.
Ranger .. _____ .. ... ___
Ranger, forest graduate . _
Sanitary inspector.__..______________
Scientific assistant, agrlculture .
Stenographer .. __ .
Stenographer, ju -
Stenographer and typewrlter
Superintendent of automobile ... .
Superintendent of cabinet making _.
Superintendent of hardware
Superintendent of lumber __
Superintendent of parks ...
Surveyor_____ ... ________.
Surveyor, junior -
Teacher____________ _
Teacher, industrial .. _ ..
Teacher, junior
Teacher, junior, normal school graduate.
Teacher, junior industrial
Teacher of domestic science.

Teacher of agnculture,... T N

Teacher, junior industrial, trade school
graduate. .. __ ... __.
Typewnter..,_,, R e e
Typewriter, junior . _. .
Veterinarian A -
Welldriller ... ... . ... __.

Total ... . ..

: Original, in the
In the United States. Phlhppme Islands.
J‘ i i F11|p|nos
| Rein- - - -———| Total.
Onm |Trans-v state. | Amer- | Emt- | Span-
r. rent. | f€ans. | lish ‘ ish
| regis- | regis-
| ters. ters.
N " 1
1
1
1
. 6
L 9
L 60
1. | . 1
16 | 1 1 1 1 20
- [ b . 1 1
| R 51 .. . 5
i
,}_.__ I 2 i 2
1 - o 16 . 16
1 [ ! 1. 2
- 1 . - . 1
1 i - ! L - 1
| i
R I - 15 | ...‘ R 15
R . 71 - 7
' - | 1! R 1
! | _— i 16 16
|l i I 1 S 1
IR T o 1
B A - 5| : 1 6
R : _ . 4 3 7
20 [ 1 . R 27
- | 1 1
! . 1 1
: . 1 1
. 1 1
oo 1 1
1 2 14
. . 16
111 ) 8 10 2131
30 3
- ! ' , 31
_ | N : 44
i e , 17
. . 5, j 6
| 1
i - 2 2
. . 1
- 3 3
beecn - 8
R 14
‘; 110] 1,051
|

examination.

2 Of these teachers 39 Amerlcans and 2 F‘lllpmos were appomted as a result of the assistant

Appointments made in the Islands through changes in the classified service
during the year ended June 30, 1912.

Promotion
Reduction
Transfer___.____
Reinstatement ____________ .

Total - ...

F111p1nos i
Amer- T Total
icans. English | Spamsh :
registers. reglsters
e - |
959 1,206 | 477 | 2,642
14 9 18
97 107 129 333
. ! 54 63 | 50 167
e ; Li24| 138 3,183

674 [
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Appointments made in the Federal civil service in the Philippine Islands
during the year ended June 30, 1912, upon certification of the Bureaun
of Civil Service.

Position. !Americans.l Filipinos.
ORIGINAL.
Civil engineer e il 1
Civil engineer and supermtendent of construction. ... ... _ . ... 1 P
Clerk:
Firstgrade ... ... . . ... 26 | ... . _____
Second grade __ ... - 2 4
Engineer .. _.__ ... - - 1
Foragemaster _ _ - 3
Interpreter ... - . 1 .
Mate_..___.__ 1. I,
Messenger_____.._ .. . ... - - . I 16 3
Packmaster _ e ol O P
Storekeeper - . ______.____ e . ool 1 N
Superintendent of construction _ R . o . 1.
Total original ... __ il 61 7
By promotion, transfer, or reinstatement. .. .. A . . 2 2
Grand total .. ___ _.. ______ ... ___ . R 63 9

Number of Americans and Filipinos in the Philippine civil service on
January 1, 1912, and the salaries paid.*

i | Salanes of —

Bureau or office. Amerlcans Filipinos. ‘—— e
: Amerlcans. Filipinos.
. S - O S I
Legislative: | i
Philippine Commission______._________. . __ . _____ 6 T P61, 000 P63, 400
Philippine Assemblyb_. . _____________ .. . _____. 95 ... 102, 980
Executive: : : i
Office of the Governor— i
Generale _______ ! 4 40,600 . ___ . ______
Executive Bureau._ - 39 86 180, 700 105, 428
Bureau of Audits _______ 49 | 124 208, 700 106, 296
Bureau of Civil Service I _ 7 28 317, 300 23, 760
Office of the Secretary of the Interior._ .. 2 25,800 | _________
Bureauof Health __________________ 92 63 239, 900 93, 832
Bureau of Lands - 113 156 i 397, 800 108, 168
Bureau of Science.. 39 33 | 182, 800 35, 7132
Bureau of Forestry. 20 32 , 900 “ 25, 512
‘Weather Bureau 3! 82 | 3,740 ‘ 69, 100
Office of the Secretary of Commerce and Pohce, 2 : 25,800 ' . . ____.
Bureau of Constabulary__ 287 ! 98 ! 930,414 ! 202, 096
Bureau of Public Works __ 206 ; 191 842, 496 164, 216
Bureau of Navigation.. - 97 ! 113 331,848 113, 868
Bureauof Posts_________________________ 97 | 753 322, 032 342, 320
Bureau of Coast and Geodetic Survey. . 5! 23 17, 800 22, 564
Bureauof Labor .____________.______.___ B ! 13 22,436
Consulting Architect __.____ 1 12,000 | - _________
Supervising Railway Expert 4. 27,600 |____________
Office of the Secretary of Finance and Justice._ 1 1 4,800 21, 000
Bureau of Justice._______________________ 11 24 47,600 - 57,071
Bureau of Customs._........ ! 116 | 337 423, 052 244,472
Bureau of Internal Revenue R 67 | 163 244, 492 131, 568
Bureau of the Treasury____.______________ 17 ¢ 18 79, 600 13, 060
Office of the Secretary of Public Instruction ... 2 25,800 o ______
Bureau of Education.._..___.__._______ 718 | 567 | 2,064,580 | 427, 676
University of the Philippines - 54 | 39 212,300 | 66, 460
Bureau of Agriculture ... 98 | 43| 347,488 35,288
Bureau of Supply .. R 36 61 141, 300 50, 472
Bureau of Prisons.__ 46 | 81 120, 120 66, 740
Bureau of Printing 24 | 252 106, 660 150, 452
Philippine Library ._. 5| 8 16, 000 8,
Sales Agency Board .. ______________________ 1 7,000 | ________

2 The following employees are not included: Temporary and emergency employees; en-
listed men of the Philippines Constabulary; semiskilled and unskilled laborers; persons
compensated by fees only.

b Not including delegates to the Philippine Assembly. The total expenditure on account
of salaries and wages for the Philippine Assembly, including compensation of delegates,
for the fiscal year ended June 30, 1912, was P358,524.36.

¢ The Governor-General and Secretaries of Departments are also members of the Phil-
ippine Commission.



20

Number of Americans and Filipinos in the Philippine civil service on
January 1, 1912, and the salaries paid—Continued.

; i Salarles of —
Bureau or office. Americans. Filipinos. ——— — .- e

' i Amerlcans. F)llpmos.

Judicial: ;
Supreme Court____.__ .. _____ ... _______, 7 28 P90, 800 $92, 632
Reporter of the Supreme Court 5 6 21, 000 8,012
Courts of First Instance ... ______ ! 19 172 126, 000 254, 751
Courts of First Instance at Large__ 5 26, 800 23,200
Court of Land Registration B - 6 69 39, 200 86, 228
Code Committee. . ________ 3 5 28, 000 40, 080
Justices of the peace__ 3! 642 3,000 450, 000
Provincial service .______ 94 | 1,243 320, 500 1, 065, 987
Municipal service of Man !
Municipal Board . 11 11 55, 900 31,388
Law department __ R 7 42 32,200 | 66, 608
Fire department ______ S 71 59 170, 060 48, 420
Department of police __. o 170 308 401, 800 233, 880
Department of city schools ... ? 2 151 6,400 129,444
Department of engineering and pubhc works _ 17 41 73, 400 57,244
Department of sanitation and transportation _.: 12 ! 13 38, 142 12, 666
Municipal service of Baguio ... . _______ . : 2| 4 3, 900 3,468

G L i 2.703’: 6,280 © 9,247,124 | 5,468,175
! i

a Deduct 23 Amerlcans and 256 Filipinos for persons counted more than once by reason
of holding more than one position.

Comparison of the numbers of American and Filipino officers and employees
having a permanent status in the service and the salaries paid on
January 1 of the years given.

Officersand | Salaries paid : Av lari
employees. : paid. : erage salaries.
Year. A_W?VFI doo 0 f— . A i Fil i
mer- Fi lpl-‘ . L i ! mer- | Filipi-
ieans.  nos. 1Toi:al. ‘Amerlcan54; Filipinos. Total. | icans. | nos. Total.
1903 ... ... 2,717 ’ 2,697 ‘ 5,474 { P17, 236, 700 f P2, 189,376 | P9,426,076 | P2,605.94 | P811.76 ' P1,721.97
R 3 3,377 | 6,605 i 8,663,720 | 2,932,834 | 11,596,554 | 2,693.92 | 868.48 ; 1,755.72
4,023 | 7,330 ‘ 8,942, 424 " 3, 309, 738 | 12,252,162 | 2,704.08 | 822.70 i 1,671.51
3,902 ; 6,518 7,869,242 ; 3,234,494 | 11,103,736 | 3,008.12 i 828.93 | 1,703.55
4,080 - 6,559 ‘ 7,749,236 i 3,686,855 | 11,436,091 | 3,125.95 | 903.64 | 1,743.57
4,397 17,056 | 8,576,962 | 4,018,988 | 12,595,950 | 3,225.63 | 914.03 | 1,785.14
4,639 © 7,272 | 8,755,486 : 4,296,896 | 13,052,382 | 3,325.29 | 926.25 | 1,794. 88
4,981 ' 7,614 ‘ 8,954, 834 ‘ 4,668,825 | 13,623,659 | 3,401.00 | 937.33 | 1,789.29
6,033 : 8,713 ‘ 9,247,124 | 5,468,175 | 14,715,299 | 3,450.42 I 906. 37 i 1,688.89
i !

2 No data for 1906 are avallable



PROPOSED RETIREMENT BILL.

An Act establishing a retirement system for certain officers and employees of
the Government of the Philippine Islands, creating a civil service retirement
fund, and for other purposes.

By authority of the United States, be it enacted by the Philippine Legisla-
ture, that:

SECTION 1. A civil service retirement fund is hereby created for the
benefit of regularly and permanently appointed officers and employees of
the Philippine civil service as hereinafter provided, which shall be estab-
lished, maintained, used, and administered as hereinafter provided. For
the establishment and maintenance of said fund and for necessary ad-
ministrative expenses there is hereby appropriated, out of any funds in the
Insular Treasury not otherwise appropriated, the sum of five hundred
thousand pesos annually, or so much thereof as may be necessary, and such
additional amounts, if any, as the provisos of sections five and six of this
Act shall make it necessary for the Insular Treasurer to pay into the fund
on account of contributions of officers and employees for service rendered
in Insular Bureaus and Offices prior to the passage of this Act.

SEc. 2. This fund shall be invested and reinvested by the Insular
Treasurer, with the approval of the Governor-General or some person or
persons designated by him, and all interest and profits derived from such
investments shall accrue to and become a part thereof. The Governor-
General is hereby given authority to appoint a board of investment for the
purpose of advising and aiding the Insular Treasurer in depositing and
investing the civil service retirement fund, if he deems the appointment
of such a board advisable. The members of the board of investment shall
be sworn and shall hold office until others are appointed and qualified in
their stead.

SEC. 3. The provisions of this Act shall apply to all permanent ap-
pointive Insular, provincial, and municipal positions (except officers detailed
from the Army, the Navy, or the civil service of the United States, officers
and employees whose whole time is not given to the public service, and
professional officers and employees who are allowed the private practice of
their professions) which are declared to be pensionable by executive order
of the Governor-General. The Governor-General may at any time by
executive order declare additional positions pensionable or declare nonpen-
sionable positions previously declared to be pensionable. Persons filling
pensionable positions subsequently declared to be nonpensionable shall
receive the same allowances as are received by persons whose positions
are abolished.

SEC. 4. A contribution of five per centum of the monthly salary or wages
received by him shall be made to the civil service retirement fund by
every pensionable officer or employee appointed after the passage of this
Act who has reached the age of twenty-one years. The proper disbursing

1
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officer shall deduct such contribution and pay it into the fund. For the
purposes of this Act money received for leave granted or full or half pay
travel time will be regarded as salary received. _

SEC. 5. All persons holding pensionable positions who were appointed
prior to the passage of this Act shall contribute as provided in section
four for service subsequent to the date of the passage of this Act:
Provided, That any of them who so desire may, before January first,
nineteen hundred and twelve, pay into the fund an amount not to exceed
the sum of the contributions which they would have made had this Act
been in effect at the date of their permanent appointment.

SEC. 6. For every sum contributed by any officer or employee, there
shall be paid into the fund an amount equal to twice such sum. If
employed by the Insular Government one-half of the payment will be made
by the Bureau or Office in which the service was rendered and one-half
will be made by the Insular Treasurer from the amount appropriated in
section one of this Act: Provided, That all the payments required on
account of contributions made by officers and employees under the proviso
of the preceding section for services rendered in Insular Bureaus and
Offices prior to the passage of this Act shall be made by the Insular
Treasurer from the appropriation provided by section one of this Act.
If never employed by the Insular Government the entire payment will be
made by the province or municipality in which the service was rendered.
With the approval of the Governor-General, payments to the fund required
of the Insular Treasurer or of any province or municipality on account of
contributions by officers and employees for services rendered prior to the
passage of this Act may be postponed to not later than the date of separa-
tion from the service of the officer or employee concerned. Individual
accounts shall be kept in which each officer or employee shall be credited
with the amounts contributed by him. One-third of the entire amount re-
ceived each year from interest and profit from investments of the civil service
retirement fund shall be credited to the individual accounts of the officers
and employees. The amounts credited to officers and employees shall not
be subject to forfeiture except that proper deduction shall be made there-
from to offset any shortage in money or property due to any cause.

SEC. 7. An officer or employee who has contributed to the fund for
twelve years of continuous service (including time prior to the date of the
passage of this Act for which contributions are made), or who has reached
the age of fifty years, or who has been wholly incapacitated for service
by wounds or injuries received in the performance of duty, may retire
from the service and may receive the whole sum accumulated to his credit
in his individual account and in addition twice this amount from the Gov-
ernment. In the event of the death of an officer or employee the same
allowance shall be paid to his estate as would have been paid to him on
retirement due to wounds or injuries received in the line of duty.

SEC. 8. After having contributed to the fund for five years of continuous
service, an officer or employee who has become wholly incapacitated for
service through accident or illness not brought about by his own immoral
or vicious habits or misconduct or who has been separated from the service
through lack of work or abolition of his position may receive the amount
to his credit in his individual account and, in the discretion of the Governor-
General or proper head of Department, an additional sum from the Govern-
ment which shall not in any case exceed twice this amount.

SEC. 9. (a) If an officer or employee voluntarily resigns before having
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contributed for twelve years of continuous service or reached the age of
fifty years, or is dismissed or separated for cause before or after having
contributed for twelve years, he may receive the sum to his credit in his
individual account.

(b) When in the opinion of the Governor-General the civil service
retirement fund has become sufficiently large to meet all demands upon it,
on the payment to any officer or employee of only the amount to his credit
in his individual account, double this amount shall be applied to offset future
payments due to the fund under section six from the Insular Treasurer or
from provinces or municipalities in which the officer or employee has served.

SEc. 10. The allowances made by the Government at the rates above
mentioned will be granted only for decidedly faithful and meritorious
service. Where fidelity, diligence, and efficiency fall short of the first
degree of merit the allowances will be at lower rates.

SEc. 11. No contribution in excess of forty pesos a month shall be received
from any officer or employee, nor shall any contribution be allowed for more
than twenty years of service, or for any service rendered after fifty-five
years of age. .

SEC. 12. Every person subject to the provisions of this Act shall be
retired from the service on reaching fifty-five years of age unless on account
of exceptional efficiency the Governor-General or proper head of Depart-
ment permits him by special order renewed yearly to remain in the service
until he has reached the age of sixty years, when retirement shall be com-
pulsory. Interest shall cease to be paid on the amount accumulated to the
credit of any person who has reached the age of fifty-five years, but the
amount shall not be paid to him until he leaves the service.

SEc. 13. Should any person honorably retiring from the service, or the
wife or children of any person dying while in the service, so desire the total
amount payable to him may remain in the civil service retirement fund
and share in the interest received and the profits from investments of the
fund, and its share thereof shall be paid annually to him or to his wife or
children.

SEC. 14. No portion of any sum accumulated to the credit of any person
under the provisions of this Act shall be in any wise assignable either in
law or equity or be subject to execution or levy by attachment, garnishment,
or other legal process.

SEc. 15. All sums contributed under the provisions of Acts Numbered
Sixteen hundred and thirty-eight and Nineteen hundred and eighty by
officers and employees of the Bureau of Constabulary and the Bureau of
Navigation who are declared to be pensionable in accordance with the pro-
visions of section three of this Act shall be transferred to the civil service
retirement fund and be credited to the accounts of such officers and em-
ployees in lieu of contributions of an equal amount required under the
provisions of this Act. Officers and employees of these Bureaus declared
to be pensionable under the provisions of this Act shall no longer be subject
to the pension provisions of Acts Numbered Sixteen hundred and thirty-
eight and Nineteen hundred and eighty.

SEc. 16. Except for the return of an officer’s or employee’s own contribu-
tions with interest thereon as above provided, no allowance shall be made
under the provisions of this Act to any person separated from the service
prior to January first, nineteen hundred and fourteen, by resignation or by
any other cause except wounds or injuries received in the performance of
duty, death, or abolition of position.
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SEc. 17. Breaks in service of less than a year prior to the passage of this
Act shall not be held to have forfeited the allowances under this Act for
continuous service. Hereafter any separation from the service shall break
continuous service, but if immediately after reappointment satisfactory
reasons are submitted the Governor-General or proper head of Department
may in his discretion rule in any case that separation of less than a year
shall not for the purposes of this Act break continuous service. In such
case the officer or employee must within three months after reappointment
pay into the fund the entire amount received on separation or forfeit the
privileges of continuous service.

SEc. 18. Except as to the provisions with respect to the return on separa-
tion from the service of contributions made by any officer or employee, all
of the allowances granted by this Act are discretional, and may be with-
held, denied, or reduced in any case by the Governor-General or proper head
of Department when in his opinion such action is for the best interests of
the service. Persons appointed under the provisions of this Act shall be
subject to any amendments or repeal of the Act which may hereafter be
made.

SEc. 19. The Director of Civil Service shall prepare and certify to the
Governor-General rules adapted to the carrying out of the purposes of this
Act: Provided, That the rules so prepared and certified shall not take effect
until approved by the Governor-General and promulgated by his executive
order. Any rule so promulgated by the Governor-General shall have the
force and effect of law unless contrary to the provisions of this Act. It
shall be the duty of all officers and employees in the Philippine civil service
to aid in all ways in carrying into effect said rules and any modifications
thereof.

SEC. 20. The short title of this Act shall be “The Civil Service Retire-
ment Act of Nineteen hundred and ten.”

If the civil service retirement fund earns 5 per cent per annum from
interest and profits on investments, the following table shows the number
of years’ salary standing to each employee’s credit on the books of the
fund at the end of each year of service. It also shows the total number
of years’ salary contributed by the Government. It is assumed that there
is no change in the salary of the employee during his period of service.

l Number

1 Number l of years’

| of years’ !salary con-
At end of — | salary to ' tributed

credit of by the
| employee. | Govern-

I | ment.
First year ... ______ 3 0.15 0.10
Second year ; .31 .20
Third year_ ___. | .47 .30
Fourth year ... . __ I _ I .65 .40
Fifthyear ... ... .. __ T . .83 .50
Sixthyear__ . __. ___ ... 1.02 .60
Seventhyear ___._._ ... .. ... __ IO S 1.22 (U
Eighth year .. __ ___ 1.43 .80
Ninth year ____ 1.65 .90
Tenth year ___. 1.89 1.00
Eleventh year . 2.13 1.10
Twelfthyear .. _______ _______________ e e 2.39 1.20
Thirteenthyear _.._______ . __ ... _ el I 2.66 1.30
Fourteenthyear.______ . _____ _____________ _____. e ! 2.94 1.40
Fifteenth year_ R . : 3.24 1.50
Sixteenth year_ . B 3.56 1.60
Seventeenth year. ... _____ e ' 3.88 1.70
Eighteenth year _ S ! 4,22 ¢ 1.80
Nineteenth year______._____ .. d 4.58 1.90
Twentiethyear________________ ... ' 4.96 2.00



REVISED CIVIL. SERVICE ACT.

[Act No. 1698, as amended by Acts Nos. 1881 and 2120.]
An Act for the regulation of the Philippine Civil Service.

By authority of the United States, be it enacted by the Philip-
pine Commission, that:

SEcTION 1. This Act shall apply to appointments to all
positions and employments in the Philippine civil service,
Insular or provincial, or of the city of Manila, now existing
or hereafter to be created, the compensations of which are
authorized at an annual, monthly, or daily rate, or otherwise,
except the employment of semiskilled or unskilled laborers
whose rate of compensation is seven hundred and twenty
pesos or less per annum, and the employment of all other
persons whose rate of compensation is two hundred and forty
pesos or less per annum: Provided, That the examination
requirements of this Act for entrance into the civil service
or for promotion therein shall not apply to positions filled by
the following:

(a) Elected officers.

(b) Employees of the Philippine Assembly selected by it.

(¢) Persons appointed by the Governor-General with the
advice and consent of the Philippine Commission, unless
otherwise specifically provided by law.

(d) One private secretary to the Governor-General and to
each of the other members of the Philippine Commission.

(e) Persons in the military, naval, or civil service of the
United States who may be detailed for the performance of
civil duties.

(f) Officers and employees in the Department of Com-
merce and Police whose duties are of a quasi-military or
quasi-naval character.

(g) Officers and employees in the Office of the Supervising
Railway Expert who are exempted by the Governor-General
from compliance with the civil service law and rules.

(h) Postmasters and customs inspectors whose rates of
compensation do not exceed six hundred pesos and three hun-
dred and sixty pesos per annum, respectively, and who may
lawfully perform the duties of postmaster or customs inspec-
tor in connection with other official duties or in connection
with their private business, such duties of postmaster or in-
spector requiring only a portion of their time; postmasters
who are required to perform the duties of telegraph opera-
tors: Provided, That in the discretion of the Director of Posts

25
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such postmasters may be appointed subject to the examina-
tion requirements of this Act; postmasters at army posts
whose compensation does not exceed twelve hundred pesos
per annum each; and operators and linemen in the Bureau
of Posts.

() Detectives, secret agents, sheriffs, and deputy sheriffs.

(j) Temporary and emergency employees: Provided, That
when the work to be performed is temporary in character, or
whenever an emergency shall arise requiring work to be done
before it is practicable to obtain the prior approval of the
Director of Civil Service, the chief of a Bureau or Office may
immediately employ any person, giving preference to eligibles
if available, but he shall without delay request approval of
such temporary or emergency employment, and the employ-
ment of a noneligible shall cease when the Director of Civil
Service certifies an available eligible who accepts temporary
or probational appointment.

SEC. 2. It shall be the duty of the Director of Civil Serv-
ice—

(a) To keep a record of all officers and employees filling
positions in the classified service and of all officers and em-
ployees in the unclassified service who are entitled to leave
of absence provided for in this Act, and for the purpose of
this record he is hereby authorized to require each chief of a
Bureau or Office to furnish the necessary information, in
such form and manner as the Director of Civil Service shall
prescribe with the approval of the Governor-General. An
official roster shall be published at intervals to be fixed by the
Governor-General.

(b) To keep a record of the absences of all officers and
employees entitled to the leave of absence provided for in
this Act, and for the purpose of this record he is hereby
authorized to require each chief of a Bureau or Office to cause
to be kept a record of the attendance of such officers and
employees and to report to the Director of Civil Service, in
the form and manner prescribed by him and approved by the
Governor-General, all absences from duty of such officers and
employees from any cause whatever.

(¢) To render an annual report, on or before the first day
of July of each year, to the Governor-General showing the
work performed by the Bureau of Civil Service, the rules
which have been certified by the Director of Civil Service and
approved by the Governor-General and the practical effect
thereof, and suggestions for carrying out more effectually the
purpose of this Act, which is hereby declared to be the main-
tenance of an efficient and honest civil service in all the
executive branches of the Government of the Philippine
Islands.

(d) To supervise the preparation and rating and have con-
trol of all examinations in the Philippine Islands under this
Act. The Director of Civil Service, with the approval of the
Governor-General or proper head of Department, may desig-
nate a suitable number of persons in the Philippine civil
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service to conduct examinations and to serve as members of
examining committees. When examiners with special, tech-
nical, or professional qualifications are required for the
preparation or rating of examination papers the Director
of Civil Service may designate competent persons in the
service for such special duty. " The duties required of mem-
bers of examining committees, or of special examiners, shall
be considered as part of their official duties and shall be
performed without extra compensation. When persons can
not be found in the Philippine service with the necessary
qualifications for such special examining work as may be
required, the Director of Civil Service is authorized to employ
at a reasonable compensation persons not in public employ-
ment for such work, which compensation shall be paid on the
order of the Director of Civil Service out of the general funds
appropriated for the purposes of the Bureau of Civil Service.

(e) To make investigations and report upon all matters
relating to the enforcement of this Act and the rules adopted
hereunder. In making such investigations the officers and
duly authorized examiners of the Bureau of Civil Service
are empowered to administer oaths, to summon witnesses,
and to require the production of official books and records
which may be relevant to such investigation, and they may
also administer such oaths as may be necessary in the trans-
action of any official business of the Bureau of Civil Service.

(f) To prepare and certify to the Governor-General rules
adapted to the carrying out of the provisions of this Act. It
shall be the duty of all officers in the Philippine civil service
to aid, in all proper ways, in carrying said rules and any
modifications thereof into effect: Provided, that the rules so
prepared and certified shall not take effect until approved by
the Governor-General and promulgated by his executive order.

SEC. 3. The rules to be prepared and certified by the Di-
rector of Civil Service shall, among other things, provide—

(a) For the preparation and holding in Manila and in the
the provinces of open competitive examinations for testing
the fitness of applicants for appointment to the classified
service, and for the preparation and the holding of examina-
tions in the United States under the auspices of the United
States Civil Service Commission.

(b) For the holding of competitive examinations when
practicable: Provided, That appointment to those positions
requiring technical, professional, or scientific knowledge may
be made as a result of competitive or noncompetitive exam-
ination: And provided further, That noncompetitive examina-
tions may be given when applicants fail to compete after duc
notice has been given of an open competitive examination,
or when in the opinion of the Director of Civil Service the

holding of a competitive examination would not result in.

securing competitors.

(¢) For the selection of skilled workmen by such examina-
tions, competitive or noncompetitive, as may be practicable,
and which need not relate to more than the capacity of the
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applicants to labor, their habits of industry and sobriety, and
their honesty.
inEggglz:haﬁ::g (d) For the examination of applicants in Spanish and
English. English whenever a knowledge of both languages is essential
to an efficient discharge of the duties of the position sought.
Physical exami- (e) For a thorough physical examination by a competent
nation. . . . . . . .
physician of every applicant for examination in the United
States, for such physical examination in the Philippine
Islands as in the discretion of the Director of Civil Service
may be necessary, and for rejection of every applicant found
to be physically disqualified for efficient service in the Phil-
ippine Islands.
Experience. (f) For the allowance in examinations of credit for ex-
perience.
elgeifﬂg'caﬁon of (g) For certification by the Director of Civil Service to
the different Bureaus and Offices of those rated highest
according to average percentage on the civil service list of

eligibles.
" Period of proba- (k) For a period of probation before the appointment or
1 . .
on employment is made permanent.
Promotion e x - (i) For competitive or noncompetitive promotion exam-
aminations. . . .
inations whenever practicable.
Transfers. () For transfers from one branch of the classified service

to another, or from the Federal classified civil service of the
United States to the classified civil service of the Philippine
Islands, under limitations to be fixed by the rules.

Reinstatements. (k) For the conditions under which reinstatements in the
service may be made.

Age limits. (l) For fixing age limits of applicants for entrance into
the classified service.

Applications. (m) For eliciting from all applicants for examination and

from persons now in the service full information as to their
citizenship, nativity, age, education, physical qualifications,
and such other information as may reasonably be required
affecting their fitness for the service.

(n) For the procedure in making appointments to the
service, separations therefrom, and suspensions and reduc-
tions therein.

(o) For regulating hours of labor and the allowance of
leaves of absence (including the withholding of salary for
leave granted) and of traveling expenses and half salary for
persons entitled thereto.

Office. SEC. 4. The Bureau of Civil Service shall have a per-
manent office in the city of Manila. When examinations are
held by the Bureau of Civil Service, either in Manila or in
the provinces, officers having the custody of public buildings
shall allow the reasonable use thereof for the purpose of
holding such examinations.

R saﬂlgg;i":; SEC. 5. (a) No person shall be appointed or employed in
be withheld. the civil service of the Philippine Islands except as provided

by law, or, in the provincial service, by a resolution of the
proper provincial board approved by the Executive Secretary,
and in accordance with this Act. No person appointed to or
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employed in the classified service in violation of law or of
civil service rules shall be entitled to receive salary or wages
from the Government, but the chief of the Bureau or Office
who makes such unauthorized appointment or employment
shall be personally responsible to the person illegally ap-
pointed for the salary which would have accrued to him had
the appointment or employment been made in accordance
with law and civil service rules, and payment shall be made
to him out of the salary of such chief of the Bureau or
Office by the disbursing officer. When the Director of Civil
Service shall find that any person is holding a position in
the classified civil service in violation of law, he shall certify
information of the fact to the Insular Auditor and to the
disbursing officer through whom the payment of salary or
wages to such person is by law required to be made. If the
Insular Auditor shall find that a disbursing officer has paid
or permitted to be paid salary or wages to any person
illegally holding a classified position, the whole amount paid
shall be disallowed and the disbursing officer shall not receive
credit for the same unless the Insular Auditor shall find that
the chief of the Bureau or Office is responsible, as above
provided, for the payment of salary or wages to such person
and that such payment is not due to the failure of the
disbursing officer to obtain proper evidence as herein required.
In case the disbursing officer is not responsible for the illegal
payment, he shall be directed to withhold from the salary
of the chief of the Bureau or Office responsible for the illegal
employment an amount equal to that disallowed by the
Insular Auditor. A disbursing officer, the head of any
Department, Bureau, or Office, or the Insular Auditor, may
apply for, and the Director of Civil Service shall render, a
decision upon any question as to whether a position is in the
classified or in the unclassified civil service, or whether the
appointment of any person to a classified position has been
made in accordance with law, which decision, when rendered,
shall be final unless reversed by the Governor-General on
appeal.

(b) No person appointed to any unclassified position shall
be assigned to or employed in a position the duties of which
are clerical, nor shall he be assigned to or employed in any
other position in the classified service.

(¢) No person appointed to a position in the classified
service shall, without the approval of the Director of Civil
Service, be assigned to or employed in a position of a grade
or character not contemplated by the examination from the
results of which appointment was made, unless otherwise
provided by law.

SEC. 6. In the appointment of officers and employees under
the provisions of this Act, the appointing officer in his
selection from the list of eligibles furnished to him by the
Director of Civil Service shall, where other qualifications are
equal, prefer—

First. Natives of the Philippine Islands or persons who
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have, under and by virtue of the treaty of Paris, acquired
the political rights of natives of the Islands.

Second. Persons who have served as members of the Army,
Navy, or Marine Corps of the United States and have been
honorably discharged therefrom.

Third. Citizens of the United States.

Provided, however, That with the approval of the’ Gov-
ernor-General, persons other than those hereinbefore named
in this section may be appointed.

SEC. 7. If competent persons are found in the service who
in the judgment of the appointing power are available and
possess the qualifications required, vacancies in the position
of chiefs and of assistant chiefs of Bureaus and Offices and
in the position of superintendent shall be filled by promotion
of such persons without examination: Provided, however,
That an examination may be given when requested by the
Governor-General or proper head of Department.

SEC. 8. Any person who shall willfully and corruptly, by
himself or in codperation with one or more persons, defeat,
deceive, or obstruct any person in the matter of his right of
examination by the Bureau of Civil Service; or who shall
willfully or corruptly make a false rating, grading, estimate,
or report upon the examination or standing of any person
examined hereunder, or aid in so doing; or who shall will-
fully or corruptly make any false representations relative
thereto or concerning the persons examined; or who shall
willfully and falsely or corruptly use or furnish any in-
formation for the purpose of injuring the prospects or
chances of employment, appointment, or promotion of any
person so examined or to be examined, or who shall willfully
furnish any special or secret information which will give to
the person to be examined an unfair advantage in the
examination, shall for each offense be punished by a fine not
exceeding two thousand pesos, or by imprisonment for a
period not exceeding one year, or by both such fine and
imprisonment, in the discretion of the court.

SEC. 9. Any person who shall willfully become the bene-
ficiary of an act in violation of the last preceding section
shall be punished as provided in that section.

SEC. 10. No person in the Philippine civil service shall be
under obligation to contribute to a political fund or to render
any political service, nor shall he be removed or otherwise
prejudiced for refusing to contribute or render any such
service, and no officer or employee in the Philippine civil
service shall directly or indirectly solicit, collect, or receive
from any other officer or employee subject to his orders or
under his jurisdiction, any money or other valuable thing to
be applied to the promotion of any political object whatever.
Any person violating any of the provisions of this section
shall be removed from office and shall be punished by a fine
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not exceeding one thousand pesos or by imprisonment not
exceeding six months, or by both such fine and imprisonment
in the discretion of the court.

SEC. 11. No inquiry shall be made and no consideration
whatever shall be given to any information relative to the
political or religious opinions or affiliations of persons ex-
amined, or to be examined, for entrance into the service, or
of officers or employees in the matter of promotion: Provided,
however, That disloyalty to the United States of America as
the supreme authority in these Islands shall be a complete
disqualification for holding office in the Philippine civil
service: And provided further, That no person shall be
eligible for examination or appointment under the provisions
of this Act who, after the thirtieth day of April, nineteen
hundred and one, has been in arms against the authority of
the United States in the Philippine Islands, or who has given
aid and comfort to enemies of the United States or who
after the passage of this Act shall have been in arms against
the authority of the United States in the Philippine Islands
or shall have given aid and comfort to the enemies of the
United States; this provision shall not apply to those persons
who were in arms against the authority and sovereignty of
the United States in the Philippine Islands, or their aiders
or abettors, prior to July fourth, nineteen hundred and two,
who came within the provisions of the proclamation of
amnesty of the President of the United States issued upon
said date, and who have complied with the terms of said
proclamation.

SEC. 12. Every applicant for admission to the Philippine
civil service shall, before being admitted to examination in
the Islands, take and subscribe the following oath before a
notary public or other officer authorized to administer oaths:

“OATH OF APPLICANT.

S RS , having applied for admission
to the civil service of the Philippine Islands, do solemnly
swear (or affirm) that I recognize and accept the supreme
authority of the United States of America in these Islands
and will maintain true faith and allegiance thereto; that I
will obey the laws, legal orders, and decrees promulgated by
its duly constituted authorities; that I impose upon myself
this obligation voluntarily, without mental reservation or
purpose of evasion. So help me God. (The last four words
to be stricken out in case of affirmation.)

(Signature) ‘...

“Subscribed and sworn to (or affirmed) before me this
............ day of

The oath of the applicant shall be filed with his application
for examination.

SEC. 13. The officers and employees in the Philippine civil
service shall be arranged in the following classes, and, unless
otherwise provided by law, it shall be understood that the
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minimum amount specified for each class indicates the annual
salary of each officer or employee in that class:

Crass 1. All persons receiving an annual salary of six
thousand pesos or more, or a compensation at the rate of six
thousand pesos or more per annum.

Crass 2. All persons receiving an annual salary of five
thousand five hundred pesos or more, or a compensation at
the rate of five thousand five hundred pesos or more, but less
than six thousand pesos per annum.

Crass 3. All persons receiving an annual salary of five
thousand pesos or more, or a compensation at the rate of
five thousand pesos or more, but less than five thousand five
hundred pesos per annum.

CrAss 4. All persons receiving an annual salary of four
thousand five hundred pesos or more, or a compensation at
the rate of four thousand five hundred pesos or more, but
less than five thousand pesos per annum.

Crass 5. All persons receiving an annual salary of four
thousand pesos or more, or a compensation at the rate of
four thousand pesos or more, but less than four thousand
five hundred pesos per annum.

CrLAss 6. All persons receiving an annual salary of three
thousand six hundred pesos or more, or a compensation at
the rate of three thousand six hundred pesos or more, but
less than four thousand pesos per annum.

Crass 7. All persons receiving an annual salary of three
thousand two hundred pesos or more, or a compensation at
the rate of three thousand two hundred pesos or more, but
less than three thousand six hundred pesos per annum.

Crass 8. All persons receiving an annual salary of two
thousand eight hundred pesos or more, or a compensation at
the rate of two thousand eight hundred pesos or more, but
less than three thousand two hundred pesos per annum.

CLAss 9. All persons receiving an annual salary of two
thousand four hundred pesos or more, or a compensation at
the rate of two thousand four hundred pesos or more, but
less than two thousand eight hundred pesos per annum.

CrLAss 10. All persons receiving an annual salary of two
thousand pesos or more, or a compensation at the rate of two
thousand pesos or more, but less than two thousand four
hundred pesos per annum.

CrAss A. All persons receiving an annual salary of one
thousand eight hundred pesos or more, or a compensation at
the rate of one thousand eight hundred pesos or more, but
less than two thousand pesos per annum.

CrAss B. All persons receiving an annual salary of one
thousand six hundred and eighty pesos or more, or a com-
pensation at the rate of one thousand six hundred and eighty
pesos or more, but less than one thousand eight hundred pesos
per annum.

Crass C. All persons receiving an annual salary of one
thousand four hundred and forty pesos or more, or a com-
pensation at the rate of one thousand four hundred and
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forty pesos or more, but less than one thousand six hundred
and eighty pesos per annum.

Crass D. All persons receiving an annual salary of one
thousand two hundred pesos or more, or a compensation at
the rate of one thousand two hundred pesos or more, but less
than one thousand four hundred and forty pesos per annum.

Crass E. All persons receiving an annual salary of one
thousand and eighty pesos or more, or a compensation at the
rate of one thousand and eighty pesos or more, but less than
one thousand two hundred pesos per annum.

Crass F. All persons receiving an annual salary of nine
hundred and sixty pesos or more, or a compensation at the
rate of nine hundred and sixty pesos or more, but less than
one thousand and eighty pesos per annum.

Crass G. All persons receiving an annual salary of eight
hundred and forty pesos or more, or a compensation at the
rate of eight hundred and forty pesos or more, but less than
nine hundred and sixty pesos per annum.

Crass H. All persons receiving an annual salary of seven
hundred and twenty pesos or more, or a compensation at the
rate of seven hundred and twenty pesos or more, but less
than eight hundred and forty pesos per annum.

Crass I. All persons receiving an annual salary of six
hundred pesos or more, or a compensation at the rate of six
hundred pesos or more, but less than seven hundred and
twenty pesos per annum.

Crass J. All persons receiving an annual salary of four
hundred and eighty pesos or more, or a compensation at the
rate of four hundred and eighty pesos or more, but less than
six hundred pesos per annum.

Crass K. All persons receiving an annual salary of less ’

than four hundred and eighty pesos, or a compensation at the
rate of less than four hundred and eighty pesos per annum.
SEC. 14. All appointments to and removals from sub-
ordinate positions in the Philippine civil service shall be
made by the chiefs of Bureaus or Offices subject to the
approval or direction of the Governor-General or proper head
of Department: Provided, however, That semiskilled or un-
skilled laborers whose employment is authorized by law
may be employed and discharged by chiefs of Bureaus or
Offices under the general control of the Governor-General
or proper head of Department. The employment or dis-
charge of temporary or emergency employees shall be made
and reported in accordance with the provisions of this Act.
SEC. 15. In case of the temporary absence or disability
of the chief of any Bureau or Office, or in case of a vacancy
in such position, any officer or employee in such Bureau or
Office may be designated by the Governor-General or proper
head of Department temporarily to perform the duties of
such chief of Bureau or Office without additional compensation
unless there is a vacancy in the position or the chief is
absent from duty without pay and unless the order designat-
ing such person shall provide additional compensation, in
112677—3
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which latter case the person designated shall receive the com-
pensation provided in said order, not exceeding the salary
authorized by law for said position. In case of the tem-
porary absence or disability of any subordinate officer or
employee in any Bureau or Office, the chief of such Bureau
or Office may designate any other subordinate officer or
employee in his Bureau or Office temporarily to perform
the duties of the officer or employee who is thus absent or
disabled, and it shall be the duty of the person so designated
to perform the duties so assigned to him without additional
compensation. Whenever any officer or employee shall be
designated by proper authority for the temporary perform-
ance of the duties of chief or of any subordinate officer or
employee of a Bureau or Office, the person so designated
shall be reimbursed for any additional expense which he is
obliged to incur on account of a bond premium in the
position to which he has been so designated, and such reim-
bursement shall be made from -the appropriation for the
Department, Bureau, or Office in which the services are
rendered by reason of such designation: Provided, That no
reimbursement shall be made to persons receiving the full
compensation attached to the position the duties of which
they are designated to perform as herein set forth.

Reductions,  Sgc. 16. For neglect of duty or violation of reasonable
fines, and suspen- . . . . .
sions. office regulations, or in the interests of the public service,

chiefs of Bureaus or Offices are hereby authorized to reduce

the salary or compensation of any subordinate officer or

employee, to deduct from his pay a sum not exceeding one

month’s pay, or as a punishment to suspend him without pay

for a period not exceeding two months: Provided, however,

That if the officer or employee thus punished is in the clas-

sified service or is entitled to the accrued leave provided for

in this Aect such deduction from pay or such suspension

without pay as a punishment shall receive the approval of

the Governor-General or proper head of Department, after

having been submitted to the Director of Civil Service for

recommendation: And provided further, That any reduction

in salary or deduction of pay or any punishment by suspen-

sion without pay as provided for in this section shall not

affect the right of the person thus disciplined to accrued

leave of absence, but in the event of his suspension from

duty no accrued leave of absence shall be allowed for the

time he is thus suspended as a punishment: And provided

further, That when the chief of a Bureau or Office suspends

an officer or employee pending investigation of charges against

such officer or employee, and subsequently restores such officer

or employee to duty, no payment shall be made for the

period of suspension unless otherwise directed by the Gov-
ernor-General or proper head of Department.

Power of Com-  Sgc. 17. Nothing herein shall be construed to prevent
mission to appoint 15 s % . .

and remove. the Philippine Commission from making appointments to or

removals from positions in the Philippine civil service of

its own motion under the general powers conferred upon

it by the instructions of the President of the United States.
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SEc. 18. Upon the approval of the Governor-General or
proper head of Department first had, a vacancy in a position
of any class may be filled by the appointment of one person
or more of a lower class: Provided, That the aggregate of
salaries paid is not greater than the salary authorized by
law for that position.

SEC. 19. With the approval of the Governor-General or
proper head of Department, and after the recommendation
of the Director of Civil Service has been had as to the
matter, any chief of Bureau or Office may make changes in
the authorized positions and salaries of his Bureau or Office:
Provided, That the total charge for salaries and wages shall
not exceed the amount authorized by law: And provided
further, That the positions or salaries of officials appointed
by the Secretary of War, or by the Governor-General with
the advice and consent of the Philippine Commission, shall
not be subject to change as hereinbefore provided.

SEC. 20. Whenever in his judgment the public interest will
be promoted by the consolidation of two or more appointive
positions, the Governor-General may declare such positions
to be consolidated, may fix the salary of the position resulting
therefrom at not to exceed seventy-five per centum of the
sum of the salaries of the positions consolidated, and may
apportion the salary so fixed among the branches of the
government served by the officer or employee receiving the
same.

SEC. 21. Whenever two or more appointive positions have
been consolidated as provided in the preceding section of
this Act, the Governor-General may restore them to their
previous status when in his opinion the public interest is
no longer served by such consolidation, and thereupon the
salaries payable to the separated positions shall be the same
as were authorized at the time of consolidation.

SEc. 22. The required office hours of all Bureaus and
Offices in the Philippine civil service shall be fixed by execu-
“tive order of the Governor-General, but they shall not be less
than six and one-half hours of labor each day, not including
time for lunch and exclusive of Sundays and of days declared
public holidays by law or executive order: Provided, That
when the nature of the duties to be performed or the interests
of the public service require it, officers and employees may,
by direction of the chief of the Bureau or Office, be required
to work on Sundays and holidays without additional com-
pensation unless otherwise specifically authorized by law.
It shall be the duty of chiefs of Bureaus or Offices to
require of all employees, of whatever grade or class, not
less than the number of hours of labor authorized by law
or executive order, but the head of any Department, Bureau,
or Office may, in the interests of the public service, extend
the daily hours of labor therein specified for any or all of the
employees under him, and in case of such extension it shall
be without additional compensation unless otherwise provided
by law: Provided, however, That from the first day of April
to the fifteenth day of June, both dates inclusive, in each

More than one
employee in one
position.

_Changes in posi-
tions and sala-
ries.

Consolidation of
positions.

Restoration  of
consolidated posi-
tions to previous
status.

Office hours.

Sundays and
holidays.

Reductions dur-
ing heated season.



Saturdays.

Overtime work.

Judges.
Teachers.

Accrued leave.

Schedule.

Accumulation of
leave

36

year, the heads of the Bureaus and Offices of the Insular
Government, of the provincial governments, and of the city
of Manila, are hereby authorized, without need of an executive
order by the Governor-General, to reduce the required hours
of labor on each working day to five hours, which shall be
from seven o’clock and thirty minutes in the morning to
twelve o’clock and thirty minutes in the afternoon, when in
their judgment the transaction of public business will not
suffer thereby, or to again extend, at any time within the
said period, the said hours for any or all of the employees
under them, if in their discretion it be necessary in the
interests of the public service: And provided further, That
on Saturdays throughout the year the Governor-General may,
by executive order, reduce the required number of hours of
labor to five hours. This executive order shall not oblige
the head of a Department, Bureau, or Office in the Philippine
civil service to reduce the hours of labor to five hours, but
it shall be within his ‘discretion to reduce the number of
hours if consistent with the needs of the public service; nor
shall this provision be regarded as conferring a right upon
officers or employees. Unless specifically authorized by law
no payment shall be made for overtime work. The length
of sessions of the courts shall be regulated by existing law,
and the provisions of this section shall not apply to judges.
The number of hours for the daily sessions of the public
schools shall be fixed by the Secretary of Public Instruction,
but they shall not be less than five hours a day.

SEC. 23. (a) After at least two years’ continuous, faithful,
and satisfactory service, the Governor-General or proper
head of Department shall, subject to the necessities of the
public service, and upon proper application therefor, grant
each regularly and permanently appointed officer or employee
in the civil service, Insular or provincial, or of the city of
Manila, except as hereinafter provided, accrued leave of
absence with full pay, inclusive of Sundays and of days
declared public holidays by law or executive order, for each
year of service in accordance with the following schedule:
An employee receiving an annual salary of less than eighteen
hundred pesos shall be granted twenty days’ leave; an em-
ployee receiving an annual salary of from twelve hundred
to eighteen hundred pesos with board and quarters, and an
officer or employee receiving an annual salary of eighteen
hundred pesos or more, but less than three thousand six
hundred pesos, shall be granted thirty days’ leave; an officer
or employee receiving an annual salary of three thousand
six hundred pesos or more, shall be granted thirty-five days’
leave. Leave shall accrue while an officer or employee is on
duly authorized leave of absence with pay.

(b) If an officer or employee elects to postpone the tak-
ing of any or all of the leave to which he is entitled under
this section, such leave may accumulate and if his salary
changes he shall receive the same amount of leave and pay
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as if he had taken the leave while receiving the salary at
which it accrued: . Provided, however, That after January
first, nineteen hundred and five, no person shall at any
time have to his credit more than the accrued leave allowed
for five years’ service.

(¢) An officer or employee who has served in the Islands
for three years or more, and who has accumulated to his
credit the accrued leave allowed for two full years, may be
granted permission to visit the United States or any other
country in the discretion of the Governor-General or proper
head of Department, with the half-pay and traveling-
expense allowances hereinafter provided: Provided, That
such permission shall not be granted oftener than once in
every three years.

(d) A person in the teaching service shall not be granted
accrued leave in accordance with the schedule provided in
this section, but in lieu thereof he may be granted leave on
full pay during vacation periods, with permission to spend a
vacation period in the United States or in any other country
with the approval of the Secretary of Public Instruction,
not oftener than once in every three years.

(e) In case an officer, teacher, or other employee is
granted leave to visit the United States, he shall be allowed
with half pay, in addition to the leave granted, sixty days
for the time occupied by him in going to and returning
from the United States if he is serving in Manila, and if
serving in the provinces sixty days plus the actual and
necessary time consumed from date of departure from sta-
tion to date of departure from Manila, and on returning,
from date of arrival at Manila to date of arrival at station,
such half salary to be paid on return to duty; if he is
granted permission to visit any other country he shall be
allowed under the same conditions, and in lieu of the sixty
days’ half pay above provided, actual and necessary travel
time with half pay not exceeding sixty days. On the com-
pletion of two years of continuous, faithful, and satisfactory
service, after returning to the Islands from leave of absence
to visit the United States granted for three or more years’
service, he shall be allowed his actual and necessary travel-
ing expenses from his place of residence in the United
States to Manila if he come by the route and steamer
directed, and if returning from any other country or from
the United States, not residing therein, he shall be allowed
his actual and necessary traveling expenses to Manila from
the port of embarkation in the United States or such other
country not exceeding four hundred pesos.

(f) The following classes of persons shall not be entitled
to the leave provided in this section:

1. Semiskilled and unskilled laborers and skilled laborers
hereafter appointed whose rate of compensation is less than
two thousand pesos per annum.

2. Temporary and emergency employees.
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3. Persons whose compensations are authorized at other
than a per annum rate, except officers detailed from the
military, naval, or civil service of the United States.

4. Persons enlisted for a term of years.

5. Detectives hereafter appointed except where appoint-
ment is by transfer from a leave-earning position, and
secret agents.

6. Messengers and watchmen.

7. Postmasters who are required to perform the duties
of telegraph operators except postmasters who are appointed
subject to the examination requirements of this Act, post-
masters at Army posts whose compensation does not exceed
one thousand two hundred pesos per annum each, and
operators and linemen in the Bureau of Posts.

8. Persons who receive compensation for official duties
performed in connection with private business, vocation, or
profession, such duties requiring only a portion of their time.

(g9) The provisions of this section shall be retroactive
in effect so as to entitle officers and employees of the Philip-
pine civil service, whether serving as such by regular ap-
pointment or by detail from the Army, the Navy, or the
civil service of the United States, previous to the passage
of this Act, to any accrued leave to which they would have
been entitled had Act Numbered Eighty, as amended, been
applicable to them at the date of their employment or detail,
computing the leave in the case of an officer on the basis
of the salary and allowances received while on detail, and
in the case of an enlisted man on the basis of first salary
received in the Philippine civil service. No application for
leave of absence presented by an officer or employee shall
be considered if his application is not presented within six
months of the date of the acceptance of his resignation.

(h) An officer or employee separated from the service for
cause, or who commits an act which requires his separation
from the service, shall not be granted leave or any of the
other privileges provided in this section and in the following
sections.

SEC. 24. After at least six months’ continuous, faithful,
and satisfactory service the Governor-General or proper
head of Department may, in his discretion, grant to each
officer or employee entitled to the accrued leave provided in
this Act, in addition to such accrued leave, vacation leave
of absence with full pay, inclusive of Sundays and of days
declared public holidays by law or executive order, for each
calendar year of service, in accordance with the following
schedule: An officer or employee receiving an annual salary
of less than two thousand pesos may be granted twenty-one
days’ vacation leave; an officer or employee receiving an
annual salary of two thousand pesos or more, or a trained
nurse, may be granted twenty-eight days’ vacation leave.
Vacation leave must be taken within the calendar year in
which it is earned, or in the first two months of the following
calendar year. The vacation leave provided for only one
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calendar year may be allowed in connection with accrued
leave granted. In cases of resignation, vacation leave shall
not be allowed in addition to accrued leave. All applications
for vacation leave shall be made on a form prescribed by
the Director of Civil Service.

SEC. 25. (a) Absence from duty of teachers, due to illness,
shall be charged against their vacations, and with the consent
of the Secretary of Public Instruction they may remain on
duty during vacations for a period equal to that lost on
account of illness, in which case no deduction of pay shall be
made on account of absence caused by illness.

(b) Absence of other regularly and permanently appointed
officers and employees in the Philippine civil service on ac-
count of illness shall be charged first against vacation leave
and then against accrued leave, until both are exhausted,
when further absence shall be without pay.

(¢) Payment of salary to an officer or employee for any
absence during his first six months of service properly
chargeable to vacation leave, or during his first two years of
service properly chargeable to accrued leave, shall be with-
held until such leave may properly be taken under the pro-
visions of this Act: Provided, however, That in case of
absence due to illness the Governor-General or proper head of
Department may direct that payment for such absence be not
withheld if not in excess of the vacation and accrued leave
to his credit.

(d) When an officer or employee in the civil service,
Insular or provincial, or of the city of Manila, permanent or
teniporary, is wounded or injured in the performance of
duty, the Governor-General or proper head of Department
may direct that absence during the period of disability caused
by such wound or injury shall be on full pay for a period not
exceeding six months: Provided, That if the officer or em-
ployee is entitled to the vacation leave provided in section
twenty-four of this Act, absence for this reason shall be
charged first against such vacation leave: And provided
further, That the Governor-General or proper head of Depart-
ment may, in his discretion, authorize payment of medical
attendance, necessary transportation, subsistence and hospital
fees for all insular officers, employees and laborers, and the
Municipal Board of the city of Manila may also in its
discretion, authorize the payment of such expenses for all
officers, employees and laborers of the city of Manila, whether
permanently or temporarily appointed, and whatever their
rate of compensation, pay, or wages, who have been wounded
or injured in the performance of their duty: And provided
further, That the Governor-General or proper head of Depart-
ment or the Municipal Board of the city of Manila, as the
case may be, may authorize payment of reasonable burial
expenses and of three months’ salary or wages to the widow
or dependent child or children of any officer, employee or
laborer who is killed or dies from wounds or injuries received
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while in line of duty: And provided further, That payments
made under this paragraph shall not be made from the ap-
propriation for general purposes when the Bureau or Office
concerned has an available appropriation for contingent
expenses or public works, as the case may be, from which
such payments can be made, nor shall the provisions of this
section be construed to cover sickness as distinguished from
physical wounds: Provided, however, That when such sickness
is the direct and immediate result of the performance of
some act in the line of duty, the Governor-General or proper
head of Department may in his discretion authorize the
payment of necessary hospital fees.

SEC. 26. If a regularly appointed officer or employee in
the Philippine civil service who has rendered faithful and
satisfactory service shall die while in the service, the unused
accrued leave that might have been granted at the time of
death shall be determined, and the salary equivalent of the
accrued leave shall be paid to the person.or persons entitled
to receive his estate.

SEC. 27. The Governor-General or proper head of Depart-
ment may, in his discretion, commute accrued leave of absence
granted to persons entitled thereto and vacation granted to
teachers, and authorize the payment of the amounts so
granted in a gross sum from the appropriation from which
their salaries should properly be paid: Provided, That when-
ever upon the resignation or death of an officer or employee
it is in the interests of the public service that the position
occupied by him be immediately filled, the Governor-General
or proper head of Department may direct that the leave
granted him be commuted from any unexpended available
funds appropriated for salaries and wages in the Bureau,
Office, or province from which separated: And provided
further, That except on retirement from the service, leave of
absence shall not be commuted to any officer or employee
who remains in the Islands during the period of his leave:
And provided further, That no officer or employee whose
leave of absence has been commuted shall be permitted to
return to duty before the expiration of the period covered by
such leave until he has refunded to the proper disbursing
officer the money value of the unused portion of the leave of
absence so commuted: And provided further, That in the
case of an officer or employee separated from the service
through lack of work or the abolition of his position, the
Governor-General or proper head of Department may, in his
discretion, allow the reinstatement of such officer or employee
without requiring the refund of the money value of the
unused portion of the leave of absence hereinbefore men-
tioned.

SEc. 28. All applications for accrued leave of absence shall
be made on a form prescribed by the Director of Civil
Service, and shall first be acted upon by the chief of the
Bureau or Office, and by him submitted to the Director of
Civil Service for recommendation. The application shall
then be forwarded to the head of the department in which
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the applicant is employed for his final decision, except in
respect to those Bureaus or Offices not under any depart-
ment, in which case it shall be forwarded to the Governor-
General for his final decision: Provided, however, That the
Governor-General or proper head of Department may
authorize the Director of Civil Service to grant accrued or
vacation leave of absence in all cases in which he approves
the recommendations of the chief of the Bureau or Office in
regard to such leave.

SEC. 29. The appointment of all persons residing in the
United States to the Philippine civil service, whether by
transfer from the United States civil service or otherwise,
shall be subject to the following conditions:

(a) A person residing in the United States who is ap-
pointed to the Philippine civil service may pay his traveling
expenses from the place of his residence in the United States
to Manila: Provided, That if any.part of his traveling
expenses is borne by the Government of the Philippine
Islands, ten per centum of his monthly salary shall be
retained until the amount retained is equal to the amount
borne by the Government: And provided further, That if he
shall come by the route and steamer directed his actual and
necessary traveling expenses shall be refunded to him at the
expiration of two years’ satisfactory service in the Philip-
pines.

(b) He shall be allowed half salary from the date of em-
barkation and full salary from the date of his arrival in the
Islands: Provided, That he proceed directly to the Islands;
otherwise he shall be allowed half salary for such time only
as is ordinarily required to perform the journey by the route
directed: And provided further, That such half salary shall
not be paid until after the expiration of two years of satis-
factory service in the Philippines.

(¢) A person residing in the United States accepting an
appointment to a position in the civil service of the Govern-
ment of the Philippine Islands under the conditions named in
this Act, shall, before receiving such appointment, execute a
contract and deliver it to the Chief of the Bureau of Insular
Affairs, War Department, wherein the appointee shall stip-
ulate that he will remain in the service of the Government
of the Philippine Islands for at least two years unless re-
leased by the Governor-General or proper head of depart-
ment. A breach of the conditions provided in the contract
or a removal for cause shall require the proper officer to
withhold payment of all salary and traveling expenses due
to the person employed and who has violated the conditions
of his contract or been removed for cause, and shall debar
such person from ever entering again the public service of
the Philippine Government in any of its branches. In such
case an action shall lie for the recovery of the amount ex-
pended by the Government in bringing the employee to the
Philippine Islands.

(d) Irrespective of leave granted, a regularly appointed
officer or employee who has rendered continuous, faithful,
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and satisfactory service for three years or more after arrival
in the Philippine Islands, shall, upon his retirement from the
service, be allowed half salary for thirty days in addition to
full salary for the period which may be granted him as leave
of absence under the provisions of this Act; and if appointed
prior to January twelfth, nineteen hundred and four, he shall
also be furnished transportation from Mznila to San Fran-
cisco, or transportation of equal cost to the government by
any other route: Provided, That such transportation must be
used within six months after retirement from the service.

SEC. 80. The provisions of this Act shall not apply to
judges of the Supreme Court, the Courts of First Instance,
or the Court of Land Registration, but their leaves of absence
and traveling expenses shall be governed by existing law or
such law as may be hereafter enacted.

SEc. 81. All special contracts made with appointees of the
Philippine civil service prior to the passage of this Act shall
remain unaffected by the terms and provisions of this Act.

SEC. 32. Act Numbered Five as amended by Act Numbered
Forty-seven, section two of Act Numbered Seventy-eight,
sections three and four of Act Numbered One hundred and
sixty-seven as amended by sections one and two of Act Num-
bered Three hundred and six, Act Numbered One hundred
and sixty-eight, Act Numbered Two hundred and twenty,
Act Numbered Three hundred and six, Act Numbered Five
hundred and eighty-nine, and Act Numbered One thousand
and seventy-two; Act Numbered Twenty-five as amended
by Act Numbered Three hundred and one, Act Numbered
Three hundred and twenty-nine, Act Numbered Five hundred
and eighty-eight, and Act Numbered One thousand and
ninety-six; sections one and nineteen of Act Numbered One
hundred and two; Act Numbered Three hundred and ninety-
two; Act Numbered Four hundred and eight as amended by
Act Numbered Eleven hundred and ninety-seven; Act Num-
bered Six hundred and twenty-six; Act Numbered One thou-
sand and forty as amended by Act Numbered Twelve hundred
and seventy-six; Act Numbered Sixteen hundred and seven;
Act Numbered Sixteen hundred and seventy-four; sections
three, four, five, and six of Act Numbered Sixteen hundred and
seventy-nine; and all other Acts or parts of Acts inconsistent
with this Act; are hereby repealed: Provided, That nothing
in this section shall be deemed to revive Act Numbered Eighty
or any other Act repealed by any of the Acts herein men-
tioned.

SEc. 33. The public good requiring the speedy enactment
of this bill, the passage of the same is hereby expedited in
accordance with section two of “An Act prescribing the order
of procedure by the Commission in the enactment of laws,”
passed September twenty-sixth, nineteen hundred.

SEc. 84. This Act shall take effect on August thirty-first,
nineteen hundred and seven, and shall be known as the Re-
vised Civil Service Act.

Enacted, August 26, 1907.
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Resolution of the Philippine Commission December 7, 19086.

Resolved, That it is the sense of the Commission that where a regularly
appointed employee of the permanent service is separated therefrom because
of death, lack of work, or abolishment of his position, and through no fault
of his own, he should be allowed such accrued leave as he may have earned
for the time served, and the traveling expenses incurred by him, as weil as
half pay earned en route from the United States to the Philippire Islands,
which would have been payable had he been permitted to render two years’
service.
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CIVIL SERVICE RULES.

THE GOVERNMENT OF THE PHILIPPINE ISLANDS,
EXECUTIVE BUREAU.

MANILA, P. 1., January 9, 1909.
EXECUTIVE ORDER )
No. 5. $
In the exercise of power conferred by the Act of Congress
of July first, nineteen hundred and two, known as the
“Philippine Bill,” and by Act Numbered Sixteen hundred and
ninety-eight of the Philippine Commission, known as the
“Revised Civil Service Act,” the Governor-General hereby
approves and promulgates the following Civil Service Rules
prepared and certified by the Director of Civil Service, in
lieu of the Civil Service Rules promulgated September first,
nineteen hundred and four, and amendments thereof:

RULE I.—General provisions and definition of terms.

1. The Director of Civil Service shall have authority to
prescribe such regulations in pursuance of and in execution
of these rules as are not inconsistent therewith, and shall
prescribe blank forms for all applications, examinations,
certifications, reports, records, and returns received under
these rules and the regulations made in pursuance thereof.

2. Except as provided therein, the first twelve rules apply
to the classified service only; the remaining rules have a
general application to both the classified and the unclassified
service.

3. The several terms hereinafter mentioned, wherever
used in these rules, shall be construed as follows:

(a) The term “Director” refers to the Director of Civil
Service.

(b) The term ‘“‘grade” refers to a number of positions or
employees arranged in a group upon the basis of the duties
performed, without regard to the salaries received.

(¢) The term “class” refers to a number of positions or
employees arranged in a group upon the basis of the salaries
received, without regard to the duties performed.

(d) Whenever the term “officers” is used it shall be under-
stood to refer to civil officers employed in, or military officers
detailed to, the Philippine civil service.

(e) The term “classified service” includes all positions in
the Philippine civil service not exempted from examination
requirements by the Revised Civil Service Act.

(f) All printed “forms” mentioned in these rules refer to
forms of the Bureau of Civil Service.

44
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RuLE II.—Applications for examination.

1. No applicant shall be admitted to examination who has
not taken the oath of allegiance to the United States and
who is not a citizen of the United States, a native of the
Philippine Islands, an honorably discharged soldier, sailor,
or marine of the United States, or a person who has under
and by virtue of the treaty of Paris acquired the political
rights of natives of the Islands, except that the requirement
of citizenship may be waived by the Governor-General as
provided by law.

2. All applicants for examination and persons now in the
service must furnish full information as to their citizenship,
nativity, age, education, physical qualifications, and such
other information as may reasonably be required affecting
their fitness for the service.

3. No applicant shall be admitted to examination or be
appointed in the United States to this service originally, by
reinstatement, or by transfer, until he has been thoroughly
examined by a competent physician and found to be physically
qualified for efficient service in the Philippine Islands. A
physical examination may, in the discretion of the Director,
be required of applicants for examination in the Philippine
Islands.

4. No applicant shall be admitted to examination in the
Philippine Islands until he has furnished evidence satis-
factory to the Director of his loyalty to the supreme authority
of the United States of America in these Islands.

5. No application for examination shall be accepted from
any person serving in the Army, the Navy, or the Marine
Corps of the United States unless written consent of the
proper authority under whom such person is serving is filed
with his application.

6. No application for examination for entrance into the
classified service shall be accepted from any applicant who
is under eighteen or over forty years of age: Provided, That
in the interest of good administration, the Director, with the
concurrence of the Governor-General or proper head of
Department, may by regulation determine the age limitations
within the maximum and minimum limits herein specified,
and confine competition for such positions to persons who
meet the requirements as to age: And provided further, That
whenever in the discretion of the Director the needs of the
service require it, the age limitations named herein may be
extended for any particular kind of examination.

7. The Director may, in his discretion, refuse to examine
an applicant, or to certify or attest an appointment of an
eligible, who is physically unfitted for the performance of the
duties of the position to which he seeks appointment; or who
has been guilty of a crime, or of infamous, notoriously
disgraceful, or immoral conduct, drunkenness, or dishonesty;
or who has been dismissed from the service for other delin-
quency or misconduct; or who has intentionally made a false
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statement in any material fact, or practiced or attempted to
practice any deception or fraud in securing his examination,
registration, or appointment. Any of the foregoing dis-
qualifications shall be good cause for the removal of the
person from the service after his appointment.

RuULE IIl.—Examinations.

1. Examinations of a suitable and practical character, ab-
solutely impartial, and involving such subjects and tests,
including experience, as the Director may determine, shall
be held to ascertain the relative capacity and fitness of ap-
plicants for the positions to which they seek to be apnointed.

2. Whenever the Director shall find, after consultation
with the head of the proper Department, Bureau, or Office,
that a knowledge of both the Spanish and the English lan-
guages is essential to an efficient discharge of the duties of
a position to be filled, he shall test English-speaking ap-
plicants as to their knowledge of the Spanish language, and
Spanish-speaking applicants as to their knowledge of the
English language.

3. No person shall be appointed to, or employed in, any
classified position unless he shall have passed the examina-
tion provided therefor, or unless he is specially exempt
from such examination by the provisions of the Revised
Civil Service Act and rules.

4. No noncompetitive examination shall be held except:

(a) When applicants fail to compete after due notice
has been given of an open competitive examination, or when
in the opinion of the Director the announcing of a com-
petitive examination would not result in securing competitors.

(b) To test fitness for promotion, reinstatement, or
transfer.

5. Examinations in the Philippine Islands shall be held
in Manila and in the provinces upon such dates as the Direc-
tor may deem best for the interests of the service and the
convenience of applicants, and examinations in the United
States will be held under the auspices of the United States
Civil Service Commission at the request of the Director.

6. The Director may appoint with the approval of the
Governor-General or proper head of Department such ex-
amining committees or special examiners as he may deem
necessary from officers and employees in the Philippine civil
service. The members of examining committees and special
examiners so appointed are examiners of the Bureau of
Civil Service, and shall perform such duties as the Director
may require in connection with examinations, investigations,
appointments, and promotions, and in the performance of
such duties they shall be under his direct and sole control
and authority. The duties performed by members of ex-
amining committees and special examiners shall be considered
part of the duties of the office in which they are serving,
and time shall be allowed for the performance of such duties
during the office hours of said office.
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. All officers of the Philippine civil service shall facilitate
the holdmg of civil service examinations, and officers havmg
the custody of public buildings at places where such ex-
aminations are to be held shall, for this purpose, permit
and arrange for the use of suitable rooms under their charge
and for furnishing and lighting the same when required.

RULE IV.—Rating of papers and eligibility.

1. Examination papers shall be rated according to their
excellence on a scale of one hundred and the subjects of
each examination shall be given such relative weights as the
Director shall prescribe. After a competitor’s papers have
been rated he shall be duly notified of the result thereof by
the Director or by the head of his Bureau or Office at the
request of the Director.

2. Every competitor who attains a general rating of
seventy or over shall be eligible to appointment, subject to
the provisions of these rules, to the position for which he
was examined, and the names of eligibles shall be entered
in the order of their general ratings, without regard to the
date of examination, on the proper register of eligibles.

3. The period of eligibility shall be one year from the
date on which the name of the eligible is entered on the
register, but this period may be extended for a particular
kind of examination if, in the discretion of the Director, the
needs of the service warrant it: Provided, That in case an
eligible shall be mustered into the military or naval service
of the United States at a time when the United States is
engaged in war or in suppressing an insurrection, his period
of eligibility shall, under such conditions as the Director
may prescribe, be considered as suspended during the time
he is serving in the Army or Navy of the United States:
And provided further, That the eligibility to appointment of
any person resulting from examinations held only in the
Philippine Islands shall be suspended during the absence of
such person from the Philippine Islands.

RULE V.—Certifications.

A vacancy in a classified position, if not filled by promo-
tion, reduction, transfer, or reinstatement, or through non-
competitive examination, shall be filled under the following
provisions:

1. The appointing officer shall make requisition upon the
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vacant, specifying the duties of the position, and the Direc-
tor shall certify to said officer from the proper register
the three names at the head thereof which have not been
three times certified to the Bureau or Office in which the
vacancy exists: Provided, That certification for temporary
appointment shall not be counted as one of the three cer-
tifications to which an eligible is entitled: And provided
further, That whenever the request for certification, or any
law, rule, or regulation shall call for persons of one sex,
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those of that sex shall be certified; otherwise sex shall be
disregarded in certification.

Selections. 2. The appointing officer shall select one of the three
names certified, and if at the time of selection there are more
vacancies than one, he may select more than one name:
Provided, That if an appointing officer shall object to an
eligible certified, stating that because of disloyalty, physical
defect, mental unsoundness, or moral or other disqualification
particularly specified in section seven of Rule II, such
eligible would be unsuitable for the position to be filled, and
if said officer shall support such objections with evidence
satisfactory to the Director, certification shall be made of
the eligible on the register whose rating is next below those
already certified in place of the one to whom objection is
made and sustained.

Preference in 3. In making selections from certifications of eligibles by

selection. the Director, appointing officers shall, when other qualifica-
tions are equal, prefer:

First. Natives of the Philippine Islands.

Second. Honorably discharged soldiers, sailors, and ma-
- rines of the United States.

Examination 4, The Director, whenever practicable, shall forward to
ﬁ%ﬁ:{?onrth " the appointing officer in connection with each certification the
applications and examination papers of the persons certified,
and said officer may summon personally before him the
eligibles certified and make such inquiries of them as he
may think proper. The papers forwarded by the Director
to the appointing officer for his information shall be re-

Notice of selec- turned to the Director with notice of selection on the proper

tion (form 18 form.

segg{:ﬁ:at}g? agf 5. Whenever a person residing in the Philippine Islands
pointment. or in the United States is selected for appointment to the
classified civil service, the appointing officer shall notify

the Director and the Director shall notify the appointee.

Upon his reporting for duty, the appointing officer shall

immediately forward to the Director probationary appoint-

ment on Form Numbered Thirty-three; such appointment

is not to be made effective prior to the date upon which the

appointee actually enters upon the performance of his du-

ties. If the eligible was provisionally appointed in the

ap};:)gie:ttx:n(::te of United States, his probational appointment will be effective
’ the day following the date of his actual landing in the
Philippine Islands, provided he reports immediately at the

office of the Bureau of Civil Service, and leave shall not

Probationary accrue prior to date of such probational appointment. At
period. the expiration of the probationary period of six months, if
his conduct and capacity are satisfactory to the appointing

officer, his retention in the service shall be equivalent to his

absolute appointment; but if his conduct and capacity be

not satisfactory, he may at any time during or at the

expiration of his probationary period be notified by the

appointing officer that he will not receive absolute appoint-

ment because of such unsatisfactory conduct or want of
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and such notification, without other formality,
shall discharge him from the service. Full report of the
cause of the discharge shall be made to the Director. A
probationer may be reduced in class or grade at any time
during or at the expiration of his probationary period by
a notification of reduction from the appointing officer with-
out other formality; in such case the appointing officer
shall immediately forward to the Director new appointment
on the prescribed form accompanied by a full statement
of the cause of the reduction. The name of a probationer
who has been separated from the service without delin-
quency or misconduct may be restored to the register of
eligibles, in the discretion of the Director, for the remainder
of his period of eligibility.

6. For reasons satisfactory to the Director an eligible may
waive certification or decline appointment without losing his
position on a register. Should any- eligible decline appoint-
ment without the approval of the Director, his name shall
be dropped from the register. Waiver of certification or
declination of appointment shall not be approved more than
twice from the same register.

7. Certification for original appointment shall, whenever
practicable, be made to the lowest class in a grade, but a
vacancy in a position in any class requiring the exercise of
special, technical, or professional knowledge may be filled
by original appointment.

8. When two or more eligibles have the same rating,
precedence in certification shall be determined in accordance
with section three of this rule, if applicable; otherwise, by
the order in which their applications were filed.

9. All appointments to the classified civil service shall be
made through the Bureau of Civil Service in striet accord
with the civil service rules and regulations. Official cor-
respondence by cable or letter with or relating to prospective
appointees residing in the United States must be transmitted
through the Director for appropriate action.

capacity,

RuULE VI.—Temporary service.

1. Whenever there are fewer than three eligibles upon a
register, the appointing officer may appoint probationally the
one eligible, or one of the two eligibles, certified, in the same
manner as if three eligibles had been certified; but if he
elects not to make probationary appointment from such
certification, he shall select for temporary appointment the
one eligible, or one of the two eligibles, if either will accept
such temporary appointment. Temporary appointment made
from an eligible register as provided in this section may
continue until such temporary appointee is given probationary
appointment or until the Director certifies three eligibles,
when probationary appointment must be made.

2. Whenever there are no names of eligibles upon a
register for any grade in which a vacancy exists, and the
public interests require that it shall be filled before eligibles
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can be provided, such vacancy may, subject to the approval
of the Director, be filled by the employment without examina-
tion of a person for such time as will enable the Director to
provide one or more eligibles. Such temporary employment
shall expire when the Director shall certify an eligible who
accepts either temporary or probationary appointment.

3. Whenever the work to be done is, in the judgment of
the Director, temporary in character, he may authorize
temporary employment, giving preference to eligibles if
available, which employment may continue until the com-
pletion of the work.

RULE VII.—Reinstatements.

Any person who has been regularly appointed to a position
in the classified civil service and who has through no delin-
quency or misconduct been separated therefrom may, if no
good reason to the contrary appears, upon the requisition of
the proper officer and the certificate of the Director, be
reinstated to a vacant position of a class not higher than
that from which he was separated, under the conditions
named below: Provided, That in the discretion of the Director
he may be reinstated to a vacant position of a higher class.
The last two sections of this rule apply to the unclassified
as well as to the classified service.

1. If the person had regularly entered the classified service
without examination, a noncompetitive examination may be
required, in the discretion of the Director, prior to reinstate-
ment.

2. If for original entrance to the position proposed to be
filled by reinstatement there is required, in the opinion of the
Director, an examination essentially higher than, or different
from, the examination for original entrance to the position
previously held by the person whose reinstatement is proposed,
a noncompetitive examination may be required prior to
reinstatement.

3. A person who has served six months or less in the Phil-
ippine civil service may be reinstated as a probationer within
a period of six months following his separation from the
service under the former appointment; a person who has
served more than six months but less than two years, and
who has received absolute appointment, may be reinstated
within one year; a person who has served two years, but
less than three years, may be reinstated within two years;
a person who has served three years, but less than four
years, may be reinstated within three years; a person who
has served four years, but less than five years, may be
reinstated within four years; and a person who has served
five years or more may be reinstated within five years from
the date of his separation from the service.

4. Subject to the other conditions of these rules, any person
whose separation from the classified civil service was caused
by his enlistment or acceptance of a position in the active
military or naval service of the United States, and who was
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honorably discharged therefrom, may be reinstated without
regard to the length of time he has been separated from the
civil service.

5. A person in the United States who resigns from the
Philippine classified or unclassified civil service before having
rendered three years’ service in the Philippine Islands, and
who is reinstated in either of said services, shall not be
entitled to the half salary and traveling expenses provided
by law for persons residing in the United States who are
appointed to the Philippine civil service: Provided, however,
That a person originally appointed in the United States who
did not receive half salary and traveling expenses en route to
the Islands and accrued leave of absence under his original
appointment because of the fact that he left the service prior
to the rendition of two years’ service, shall be entitled to such
half salary and traveling expenses on reinstatement.

6. No person separated from the Philippine classified or
unclassified civil service before having served the full period
prescribed by law or contract shall be allowed to reénter
either of said services until he shall have made good all loss
caused by such separation and shall have refunded to the
Government such proportion of the total expenses, if any,
incurred by it by reason of his appointment, including salary
and traveling expenses prior to the date he actually entered
upon the duties of his position, as the time he failed to serve
is to the time required by said law or contract, and then only
on the approval of the head of the Department from which
he was separated. Applications of such persons for reén-
trance to the service should be made through the Director.

RuLE VIII.—Transfers.

1. A person in any Bureau or Office may be transferred
within the same Bureau or Office upon any test of fitness, not
disapproved by the Director, which may be determined upon
by the appointing officer, subject to the limitations of the
proviso of section two of this rule.

2. A person who has received absolute appointment may,
upon the completion of the proper form by the cliefs of the
Bureaus or Offices interested, and the certificate of the
Director, be transferred from a position in one Bureau or
Office to a position in another Bureau or Office: Provided,
That transfer shall not be made without examination to a
position if for original entrance to such position there is
required under these rules an examination essentially higher
than, or different from, the examination required for original
entrance to the position from which transfer is proposed.

3. No transfer shall be made of a person from any posi-
ion in the unclassified service to a position in the classified
" service: Provided, That a person who has by promotion or
transfer from the classified service entered the unclassified
service, and has served continuously therein from the date
of said promotion or transfer, may be retransferred to the
classified position from which he was transferred or to any
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position to which transfer could be made therefrom: Pro-
vided, however, That if service is not continuous reéntrance
into the service may be had in accordance with Rule VIIL

4. Any person who has been transferred from one classified
pcsition to another classified position may be retransferred
to the position in which he was formerly employed, or to any
position to which transfer could be made therefrom, without
regard to the limitations of these rules.

5. A person in the classified service of the Federal Gov-

ernment of the United States may be transferred to any
position in the Philippine classified service, subject to the
conditions of these rules with respect to age limitations and
examinations, and when an examination is required previous
to such transfer the Director may accept such tests of fitness
as may be made upon his request by the United States Civil
Service Commission.
6. An officer or employee occupying a competitive position
in the Philippine classified civil service who has rendered
three or more years of satisfactory service therein may be
certified for transfer to the Federal classified civil service,
subject to the provisions of the United States civil service
rules.

7. No chief of a Bureau or Office of the Government of
the Philippine Islands, or any subordinate officer or employee
thereof, shall directly or indirectly, invite, solicit, or even
discuss with a subordinate officer or employee, classified or
unclassified, permanent or temporary, of another Bureau or
Office, or of the Army or the Navv of the United States in
these Islands, his appointment or transfer to the Bureau
or Office of such chief or subordinate, until the consent in
writing is first obtainea of the chief of the Bureau or Office
in wnich the desired officer or employee is a subordinate, or
of the Governor-General or proper head of Department, or of
the officer of the Army or the Navy under whom he may be
employed or serving.

RULE IX.—Promotions.

1. No vacancy in any position shall be filled by original
appointment whenever there is in the Bureau or Office in
which the vacancy exists any person in a position in a
lower class or grade who is competent and qualified and is
willing to be promoted to the existing vacancy.

2. In providing regulations and competitive examinations
for promotion the Director shall give due weight to the
previous experience and efficiency of officers and employees
and shall introduce such tests of fitness as he may deem
proper after consultation with the chiefs of the different
Bureaus or Offices, for which promotion examinations may
be held, for the purpose of determining the relative capacity
and efficiency of officers and employees.

3. In each Department, Bureau, or Office the Director may,
subject to the provisions of section six of Rule III, designate
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a promotion examining committee of not less than three
persons. The members of the committee shall perform such
duties with respect to promotions and promotion examinations
as the Director may require, in the performance of which
duties they shall be under the sole control and authority
of the Director.

4. There shall be kept in each office, on forms prescribed
by the Director for that purpose, a comparative record
from which the relative efficiency of employees may be deter-
mined. Among the elements of efficiency to be considered
are quantity of work or the amount performed, quality of
work or the degree of its excellence, physical condition,
habits, character, conduct, aptitude and adaptability, punc-
tuality, and attendance. This record shall be at all times
open to the inspection of the Director. A report shall be
made to the Director semiannually on the proper form,
on the first days of January and July, giving the compar-
ative term and corresponding efficiency rating applicable
to each person according to the following scheme:

Excellent: Indicating a superior degree of efficiency or excellence. 90 to 100

Good : Indicating a high degree of efficieney ...............ccccccccocce .. 80t0 89
Jair: Indicating an ordinary degree of efficiency ... ST, 70 to 79
Poor: Indicating inefficieney ... ... Below 70

5. No recommendation of any person for promotion,
whether verbal or in writing, shall be received or considered
unless it be made by the officer or officers under whose
supervision he is or has been employed, and the presenta-
tion of any other recommendation shall be considered an
unwarrantable interference with the public service.

6. Until the promotion regulations herein authorized have
been promulgated by the Director for any Department,
Bureau, or Office and the Director has notified such Depart-
ment, Bureau, or Office, that he is prepared to conduct the
promotion examinations authorized under the Revised Civil
Service Act and rules, promotions therein may be made
upon any tests of fitness not disapproved by the Director
which may be determined upon by the appointing officer:
Provided, That pending the adoption of such regulations,
in case of proposed promotion from one class or grade to
another class or grade of an employee who has not entered
the service through the examination prescribed for the class
or grade to which promotion is proposed, such employee
shall be required to obtain an eligible rating in such pre-
scribed examination taken noncompetitively, and the ap-
pointment by promotion thus made shall not become ef-
fective prior to the date of taking the examination in which
an eligible rating is obtained. .

7. Save in exceptional cases, promotion or increase of
salary shall not be made during the first six months after
the appointment of an officer or employee, nor more fre-
quently than once in twelve months thereafter, nor more
than cne class (or one-half of Classes C and D) at a time.
The question of whether a case is or is not an exceptional
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one shall be submitted for determination to the Governor-
General or proper head of Department, through the Bureau
of Civil Service.

Suspension of 8 When a promotion is proposed by the chief of a Bu-

action on pro-

posed promotion. reau or Office and the report of changes and absences or
the efficiency report of that Bureau or Office is overdue,
action on such proposed promotion may be suspended pend-

ing the receipt of said report in proper form.
RULE X.—Appointment and employment.

m£k§n°g° e :;;lggini{} 1. All appointments to classified positions, except tem-

ments. porary appointments and appointments made by the Gov-
ernor-General by and with the advice and consent of the
Philippine Commission, whether original, by promotion, re-
duction, transfer, or reinstatement, must be made in ac-
cordance with the provisions of the Revised Civil Service
Act, on form numbered thirty-three, and transmitted to the
Director. If the appointments are allowable under the
Revised Civil Service Act and rules, they shall be either
approved by the Director and returned to the appointing
officer or, where some question requires determination and
in other cases where it seems advisable, forwarded to the
Governor-General or proper head of Department for direc-
tion. A monthly report shall be made by the Director to
the Governor-General and heads of Departments of appoint-
ments approved under the authorization given in this sec-
tion; appointments thus reported which are not revoked
within ten days after the receipt of such monthly report
shall be held to have been approved in accordance with the
provisions of the Revised Civil Service Act. In case such
appointments are revoked they shall be considered as having
been effective until the date of revocation.

Salary not to be 2, The payment of any money on account of salary to

paid until employ- . . . .

ment authorized. any officer or employee in the classified service is not war-
ranted prior to the receipt by the disbursing officer of
notification from the chief of the Bureau or Office that
the appointment or employment of such officer or employee
has been duly authorized as provided by the Revised Civil
Service Act and rules.

RULE XI.—Examination requirements relating to appoint-
ment and promotion.

tiOS:S]fﬂ'y limita- 1. Probational appointment or promotion as a result of
eligibility in the third grade, English or Spanish, examina-
tion shall not be made to positions the salary or compensa-
tion of which is above Class J.

2. Probational appointment or promotion as a result of
eligibility in the second grade Spanish, junior typewriter,
junior draftsman, junior stenographer Spanish, or ranger
examination shall not be made to positions the salary or
compensation of which is above Class E.

3. Probational appointment as a result of eligibility in
the second grade English, first grade Spanish, junior trans-
lator, junior stenographer English, clerk of court Spanish,
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junior technical, junior computer, scientific assistant, or
junior teacher examination shall not be made to positions
the salary or compensation of which is above the minimum
of Class D; promotion as a result of eligibility in any of
these examinations shall not be made to positions the salary
or compensation of which is above Class C. The basic
subjects of the junior translator examination are now given
in English only, and promotion as a result of eligibility in
this examination heretofore taken with basic subjects in
Spanish shall not be made to positions the salary or com-
pensation of which is above Class E.

4. Probational appointment or promotion as a result of
eligibility in the typewriter examination shall not be made
to positions the salary or compensation of which is above
Class A.

5. Probational appointment or promotion as a result of
eligibility in the interpreter examination shall not be made
to positions the salary or compensation of which is above
Class A, or as a result of eligibility in the junior inter-
preter examination to positions the salary or compensation
of which is above Class E. Eligibility in these examinations
qualifies for appointment and promotion to positions of in-
terpreter only, and not to positions whose duties are clerical.

6. Eligibility in the first grade English, assistant, teacher,
bookkeeper, stenographer, or translator examination quali-
fies for appointment to or promotion in clerical positions
without further examination. The basic subjects of the
translator examination are now given in English only, and
promotion as a result of eligibility in this examination here-
tofore taken with basic subjects in Spanish shall not be
made to positions the salary or compensation of which is
above Class A. Probational appointment or promotion as
a result of eligibility in the bookkeeper examination with
basic subjects in Spanish shall not be made to positions the
salary or compensation of which is above Class A.

RULE XII.—Procedure in reductions, separations, and
SUSPensions.

1. When the chief of a Bureau or Office deems it neces-
sary to recommend the reduction in salary or compensation,
deduction from pay, or suspension from duty without pay
under the provisions of section sixteen of Act Numbered
Sixteen hundred and ninety-eight, of a regularly and per-
manently appointed subordinate officer or employee in the
classified civil service, or the deduction from pay or sus-
pension from duty without pay of a subordinate officer or
employee in the unclassified service who is entitled to the
accrued leave provided by law, he shall in writing notify
the person affected of the proposed action and the grounds
upon which such action is premised, and shall prescribe a
reasonable period, which shall not be less than twenty-four
hours, within which a written reply may be submitted if
desired, together with any written evidence the officer or
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employee may desire te submit. Upon receipt of the reply
or after the expiration of the period within which such
reply should have been submitted, the chief of the Bureau
or Office shall forward to the Director a certified copy of
the letter of notification and the reply and evidence, if any
shall have been received. These papers shall be promptly
forwarded to the Governor-General or proper head of Depart-
ment by the Director, together with his recommendation in
the case, for final action.

2. In case of proceedings to remove a regularly and per-
manently appointed subordinate officer or employee in the
classified civil service for cause, the chief of the Bureau or
Office may suspend such person at once, if he deem that
course necessary, and, in any event, shall in writing notify
the person in interest that his removal for cause is to be
recommended, and of the ground upon which such recom-
mendation is based, at the same time prescribing a reason-
able period within which a written answer, supported by
such written evidence as he desires to present, shall be sub-
mitted, such period to be not less than twenty-four hours
after the actual receipt of the notification by the person
recommended for removal. In the event of no response
being received within the period prescribed, evidence of the
receipt of the written notification, together with a certified
copy of the same, shall be forwarded to the Director. If
reply has been received, it shall be similarly forwarded,
with a certified copy of the notification mentioned, together
with any other evidence or papers in the case. The Director
shall promptly forward, with such comment as he may deem
proper, all the papers in the case for final action. If such
action be approval of the recommendation to remove for
cause, the person affected shall be dropped from the rolls
of the office as discharged on the day he was suspended, if
suspension was made; otherwise his discharge shall be ef-
fective on the date of receipt by the chief of the Bureau or
Office in interest of the notification of approval by the
Governor-General or proper head of Department. Except
by the specific approval of the Governor-General or proper
head of Department, had in each specific instance, no officer
or employee shall so construe the provisions of any law now
in force as to authorize or require the official publication of
the cause of removal of any person from the Philippine civil
service in more specific terms than “for the good of the
service.”

3. In every instance of a tender of resignation by a reg-
ularly and permanently appointed subordinate officer or
employee in the classified civil service, it shall be the duty
of the officer authorized to act thereon to accept or decline
to accept the same in writing, and if the resignation be
accepted, to give him a letter stating clearly the character
of the services rendered and whether or not, in the light
of present information, a possible future application for
reinstatement in the same Bureau or Office would be favor-



57

ably considered. In the event of a statement to the effect
that such application would not be favorably considered,
reasons therefor shall be stated and the person in interest
informed that he may, should he so desire, submit a written
reply and such other written evidence as he may elect.
When completed, certified copies or the originals of all the
papers in the case shall be forwarded to the Director; in
case of objection to reinstatement, the papers will be for-
warded by the Director with such comment as he may deem
proper, to the Governor-General or proper head of Depart-
ment, for review and final action. For obvious reasons no
officer or employee should be continued in his position who
could not be recommended for reinstatement were he to
resign.

4. If any of the papers in the proceedings under this rule
are written in Spanish, the chief of the Bureau or Office shall
furnish translations in English, whenever practicable, as
well as the originals or certified copies thereof. All papers
relating to the removal or resignation of subordinate officers
or employees in the classified civil service shall be filed in
the office of the Director.

5. In all cases of removal or reduction of officers or em-
ployees in the unclassified service above the grade of semi-
skilled laborer, the chief of the Bureau or Office shall furnish
the Director with a full statement of the cause of the removal
or reduction. In cases of resignation when an application
for reinstatement would not be favorably considered, the
Director shall be furnished with a full statement of the
character of the services rendered and the reasons why ap-
plication for reinstatement would not be favorably considered.

RULE XIIL.—Prohibitions and penalties.

1. No person in the Philippine civil service shall use his
official authority or official influence to coerce the political
action of any other person or body.

2. No officer or employee in the Philippine civil service
shall discharge or promote or degrade or in any manner
change the official grade or compensation of any other of-
ficer or employee, or promise or threaten so to do, for giving
or withholding, or neglecting to make, any contribution of
money or other valuable thing for any political purpose
whatever. .

3. No inquiry shall be made, and no consideration what-
ever shall be given to any information relative to the political
or religious opinions or affiliations of persons examined, or
to be examined, or of officers or employees in the matter of
promotion, and no discrimination shall be exercised, threat-
ened, or promised against, or in favor of, any person em-
ployed, examined, or to be examined, because of his political
or religious opinions or affiliations.

4. No recommendation of an applicant, competitor, or
eligible involving any disclosure of his political or religious
opinions or affiliations shall be considered by the Director,
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by any examining committee or special examiner, or by any
nominating or appointing officer.

5. No officer or employee shall engage in any private
business, vocation, or profession, or be connected with any
commercial undertaking, or lend money on real or personal
property, without written permission from the chief of the
Bureau or Office in which he is serving, and of the Governor-
General or proper head of Department. As a general rule,
in any enterprise which involves the taking of time, this
prohibition will be absolute in the case of those officers and
employees whose remuneration is fixed on the assumption
that their entire time is at the disposal of the Government;
if granted permission to engage in a business requiring time
of applicant, copies must be furnished the Director.

6. Discourtesy to private individuals or to Government
officers or employees, drunkenness, gambling, dishonesty, re-
peated or flagrant violation or neglect of duty, notoriously
disgraceful or immoral conduct, physical incapacity due to
immoral or vicious habits, incompetency, inefficiency, borrow-
ing money by superior officers from subordinates or lending
money by subordinates to superior officers, lending money
at exorbitant rates of interest, willful failure to pay just
debts, contracting loans of money or other property from
merchants or other persons with whom the Bureau of the
borrower is in business relations, pecuniary embarrassment
arising from reprehensible conduct, the pursuit of private
business, vocation, or profession without permission in writing
from the chief of the Bureau or Office in which employed
and of the Governor-General or proper head of Department,
disreputable or dishonest conduct committed prior to entering
the service, insubordination, pernicious political activity,
offensive political partisanship or conduct prejudicial to the
best interest of the service, or the willful violation by any
person in the Philippine civil service of any of the provisions
of the Revised Civil Service Act or rules, may be considered
reasons demanding proceedings to remove for cause, to re-
duce in class or grade, or to inflict other punishment as pro-
vided by law in the discretion of the Governor-General or
proper head of Department. No chief of a Bureau or
Office shall knowingly continue in the public service any
subordinate officer or employee who is inefficient or who is
guilty of any of the above-named derelictions, without sub-
mitting the facts through the Director to the Governor-
General or proper head of Department.

7. In making removals or reductions, or in imposing other
punishment, for delinquency or misconduct, penalties like in
character shall be imposed for like offenses, and action
thereon shall be taken irrespective of the political or religious
opinions or affiliations of the offenders.

RULE XIV.—Official record of officers and employees.

The Director shall keep an official record of all regularly
and permanently appointed officers and employees in the
civil service of the Philippine Islands above the grade of
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semiskilled laborer, and for the purpose of this record each
chief of a Bureau or Office shall furnish to the Director:

1. The necessary information in such form and manner as
he may prescribe with the approval of the Governor-General.

Information to
be furnished.

. A statement on the proper form, on the first day of Mon‘gl)y report

each month, of all changes, and the dates thereof, in the
service under the control and authority of the chief of the
Bureau or Office, setting forth, among other things, the
following: The name of every person appointed, reinstated,
promoted, reduced, transferred, or separated from the serv-
ice; the position to which an appointment or reinstatement
is made; the position from which and the position to which
a promotion or transfer is made; the position from which a
separation is made, whether by removal, resignation, or
death, and the compensation of every position from which
or to which a change is made.

RuULE XV.—Hours'of labor.

1. It shall be the duty of all chiefs of Bureaus and Offices
in the Philippine civil service to require of all subordinate
employees, except teachers, of whatever grade or class, not
less than seven hours of labor each day, exclusive of Sundays
and all days declared public holidays by law or Executive
Order, except that from April first to June fifteenth of each
year chiefs of Bureaus and offices may reduce the required
hours of labor to six and one-half hours," and on Saturdays
throughout the year they may reduce the required hours of
labor to five hours: Provided, That except during the heated
season the office hours of all Bureaus and Offices in the city
of Manila shall be from eight o’clock antemeridian to four
o’clock postmeridian with a reasonable intermission, not ex-
ceeding one hour, for lunch, on all working days not including
Saturdays, and from eight o’clock antemeridian to one o’clock
postmeridian on Saturdays; no change in these office hours
shall be made without the specific written approval of the
Governor-General or proper head of Department, and in
case of such change the number of hours of labor herein
fixed shall not be reduced. Not less than five hours of labor
on each school day shall be required of all persons in the
teaching service.

2. When the nature of the duties to be performed or the
interests of the public service require it, the head of any
Department, Bureau, or Office may extend the daily hours
of labor herein specified for any or all of the employees
under him, and in case of such extension it shall be without
additional compensation unless otherwise provided by law.
Officers and employees may be required by the head of the
Bureau or Office to work on Sundays and public holidays
also, without additional compensation unless otherwise spe-
cifically authorized by law.

3. Each chief of a Bureau or Office shall requue a daily
record of attendance of all the officers and employees under

1Sechon 22 of Act 1698 as amended allows reduction to five hours,
from 7.30 a. m. to 12.30 p. m.,, from April 1 to June 15.
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him entitled to leave of absence or vacation (including
teachers) to be kept on the proper form and also a sys-
tematic office record showing for each day all absences from
duty from any cause whatever. At the beginning of each
month he shall report to the Director on the proper form all
absences from any cause whatever, including the exact
amount of undertime of each person for each day. Officers
or employees serving in the field or on the water need not
be required to keep a daily record, but all absences of such
employees must be included in the monthly report of changes
and absences. Falsification of time records will render the
offending officer or employee liable to summary removal from
the service and criminal prosecution.

RuLE XVI.—Leaves of absence.

1. (a) Applications for accrued leave of absence shall be
made on the form provided for that purpose two weeks
in advance, wherever possible, of the date on which it is
desired that the leave shall become effective, and must be
submitted to the proper chief of Bureau or Office for rec-
ommendation. Such chief of Bureau or Office shall transmit
this form to the Director with recommendation and the data
contemplated by the first indorsement on said form, together
with any other information which may have a bearing on
the allowance or disallowance of leave.

(b) In case of the death of an officer or employee the
chief of his Bureau or Office shall transmit to the Director
application for accrued leave due, and application supported
by medical certificate on the form provided for that purpose.
for vacation leave covering absence on account of illness
immediately preceding death.

(¢) When an officer or employee is separated from the civil
service without prejudice, by resignation, death, or other
cause, the money value of accrued leave granted, estimated
in accordance with the provisions of Act Numbered Sixteen
hundred and ninety-eight, may become immediately due and
payable if the state of the appropriation from which his
salary is payable warrants immediate payment. If the leave
granted is commuted, payment therefor shall be made as
provided by law; if the leave granted is not commuted, pay-
ment shall be made from the unexpended balance for salaries
and wages, and the position shall remain vacant for a
period equal to the accrued leave granted.

(d) An officer or employee who applies for accrued leave
which was earned at different rates of compensation shall be
granted leave with pay at the salary he is last receiving for
a period equaling in money value the period of accrued
leave estimated in accordance with the provisions of Act
Numbered Sixteen hundred and ninety-eight, and he may
be granted, if he so desires, such additional leave, without
pay, as will give him the aggregate length of time on leave,
with and without pay, as provided in the aforesaid Act.

(e) Except on resignation, commutation of leave shall
not be made to an officer or employee who remains in the
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Islands during the period of the leave granted. If he ob-

Penalties
properly

for im-
obtain-

tains commutation of leave and does not leave the Islands ing commutation.

without delay or if he returns to the Islands more than three
weeks prior to the expiration of the period of leave com-
muted and fails to make immediate refund of the money
value of unused leave commuted, his action shall be con-
sidered cause for forfeiture of vacation leave and for such
other disciplinary action by the Governor-General or proper
head of Department as may be deemed necessary.

2. (a) All applications for vacation leave of absence for
a period of one full day or more must be made on the form
provided therefor five days in advance, wherever possible,
and transmitted to the Director immediately: Provided, That
applications on this form for two days or less may be re-
tained by the chief of any Bureau or Office, if so preferred
by him, and forwarded to the Director on the first day of
the following month as inclosures to the monthly report;
when so forwarded the first indorsement need not be com-
pleted. Applications for less than one day should not be
forwarded. All absences, including fractions of a day, must
be recorded on the daily time record and reported to the
Director monthly. In case of illness or unavoidable absence
from other cause notice must be immediately sent to the
chief of the Bureau or Office, and the application, containing
a brief explanation of the cause of delay in filing, forwarded
later.

(b) The vacation leave of an employee whose salaries
during a calendar year embrace the two rates of vacation
leave provided in the schedule of section 24 of Act Num-
bered Sixteen hundred and ninety-eight shall be computed
by allowing credit for the two rates in proportion to the
part of the year served at each rate.

(¢) When vacation leave is requested by any officer or
employee (except a teacher) during his first six months of
service from the date of original appointment the Director
shall state on the application the date on which payment for
such leave may properly be made under the provisions of
Act Numbered Sixteen hundred and ninety-eight, and, unless
the Governor-General or proper head of Department directs
otherwise, on account of illness of the officer or employee,
the chief of the Bureau or Office shall require that payment
for such leave be withheld until that date.

(d) The application for vacation leave shall be used by
teachers for all absences during school terms on account of
illness or other cause, and the Director of Education shall
require payment for such absences to be withheld until they
have performed duty during vacation for a period equal to
their absences from duty on account of illness, as required
by Act Numbered Sixteen hundred and ninety-eight: Pro-
vided, That if the absences were due to illness, the with-
holding of salary may be postponed to the beginning of the
next summer vacation. Teachers in applying for permission
to visit the United States shall use the same application.
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(e) Applications of officers and employees for leave of
absence on account of wounds or injuries incurred in the
performance of duty, extending beyond the allowable vaca-
tion leave (paragraph (d), section twenty-five, Act Num-
bered Sixteen hundred and ninety-eight), must be made on
the form used in making application for vacation leave,
supported by medical certificate on the prescribed form and
evidence showing that the wounds or injuries were incurred
in the performance of duty.

3. When an officer or employee is granted vacation leave
in excess of the accrued leave allowable, or when he is
granted vacation and accrued leave and the vacation leave
is in excess of the accrued leave allowable at the expiration
of the total vacation and accrued leave granted, payment for
such excess leave shall be withheld until five days after
return to duty. In the event that it shall appear during
the first five days after return to duty from leave that it is
not the intention of the officer or employee to continue in
the performance of his duties any longer than to draw all
back salary which may be due him, payment shall be with-
held and full report thereof forwarded by the chief of the
Bureau or Office, through the Director, to the Governor-
General or proper head of Department for action. If he
fails to return to duty no payment for the leave withheld
shall be made, unless the failure to return is due to illness
and payment is authorized by the Governor-General or proper
head of Department.

4. All absences of an officer or employee in excess of the
vacation or accrued leave allowable shall be without pay,
unless the Governor-General or proper head of Department
directs that payment for such absence be made, in accordance
with paragraph (c¢), section twenty-five of Act Numbered
Sixteen hundred and ninety-eight, on account of the absence
being due to illness of the officer or employee. At the expira-
tion of the first two years of service the officer or employee
may make written application covering the period for which
pay was withheld. This application shall be forwarded by
the head of the Bureau or Office with his recommendation,
through the Director, to the Governor-General or proper head
of Department, who may direct that payment be made, if
funds are available, and that the absence be charged against
accrued leave.

5. If an officer or employee is separated from the service
by resignation or otherwise except by death after having
taken vacation leave in excess of that proportion due for
the part of the calendar year served by him, such excess
vacation leave shall be charged against his salary or accrued
leave: Provided, That if the vacation leave was allowed on
account of illness of the officer or employee, the Governor-
General or proper head of Department may direct that no
deduction be made from his salary or accrued leave for such
excess vacation leave previously allowed.
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6. An officer, teacher, or other employee appointed under
the provisions of Act Numbered Sixteen hundred and ninety-
eight who is separated from the service by resignation or
otherwise before having served two full years in the Islands
shall not be allowed any leave on separation.

7. (@) The resignation of a teacher who has served in the
Islands two full school years or more may be accepted at
the end of a school year and he may be allowed the vacation
current: Provided, That the total vacation enjoyed by him
shall not exceed twelve weeks for every forty weeks actually
taught.

(b) As a rule, the resignation of a teacher will not be
accepted prior to the termination of the school year: Pro-
vided, That if for illness or other urgent necessity the res-
ignation of a teacher who has served in the Islands more
than two years is accepted without prejudice or permission
to visit the United States is granted by the Secretary of
Public Instruction prior to the termination of the school
year, he may be allowed salary for one week’s vacation for
every month actually taught by him since the preceding
summer vacation, any absence chargeable to vacation to be
deducted from this allowance; but the total vacation enjoyed
by him shall not exceed twelve weeks for every forty weeks
actually taught. Vacation may be allowed to the estate of
a teacher who dies on the same basis as to a teacher whose
resignation is accepted on account of illness.

8. In every case where action by the Governor-General
or head of Department is contingent upon illness of an officer
or employee evidence of illness must be submitted on the
prescribed form except where a teacher applies for permis-
sion to make up, during vacation, time lost from duty on
account of illness; if the illness was due to immoral or
vicious habits, favorable action will not be taken.

9. When an application for leave is received by the Di-
rector and the monthly report is overdue, action on such

application may be suspended pending the receipt of such’

report in proper form, but such suspension and the reason
therefor shall be communicated immediately, in writing, by
the Director, to the proper chief of Bureau or Office.

10. Absence on Saturday shall be counted as absence for
one full day. A Sunday or a holiday occurring at the begin-
ning or at the end of a period of accrued or vacation leave
shall not be considered as a day chargeable to leave unless
the duties of the position demand the rendering of service
on such day. Leave of absence for any reason other than
serious illness must be contingent upon the necessities of
the service.

11. Officers or employees on leave of absence shall report
to the chiefs of their respective Bureaus or Offices at the
end of each month by registered mail their post-office ad-
dresses for the ensuing month, and shall promptly report in a
similar manner and in sufficient detail every unexpected and
unavoidable delay which may have occurred during the

Leave not allow-
able on separa-
tion prior to com-
pletion of two
years’ service.

Vacation of
teachers.

Resignation or
leave during
school year.

Illness, evi-
dence required
(form 41)
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action on applica-
tions for leave.

Absence on Sat-
urday.

Leave contin-
gent on needs of
the service.

Employees on
leave to report
addresses.
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period contemplated by their leave of absence. Absence
from duty at station in the Philippine Islands after the
expiration of the leave due shall be without pay.

12. No officer or employee in the Philippine civil service
shall be dropped from the rolls of his office for unexplained
absence in the United States until at least forty days after
the expiration of the period of absence contemplated by the
leave granted, and then only with the approval of the
Governor-General or proper head of Department.

13. (a) All officers and employees who are granted leave
of absence for the purpose of visiting the United States and
who contemplate returning to duty upon the expiration of
such leave of absence shall, before leaving the Islands, make
application to the Executive Secretary for transportation
returning to Manila. In each application the date of the
expiration of leave of absence and the post-office address of
the applicant while in the United States must be stated.
Where the employee has served more than three years in the
Islands such return transportation will be advanced upon
request, provided the employee agree to reimburse the Gov-
ernment in installments and to remain in the service until
such reimbursement is made.

(b) If transportation is not advanced as provided in the
next preceding section, immediately upon reaching the United
States remittance covering cost of return transportation
must be made to the Chief of the Bureau of Insular Affairs,
War Department, Washington, District of Columbia, with
a statement of the date on which the applicant desires to
leave the United States. All subsequent communications
regarding return transportation and prompt report of any
changes occurring in the applicant’s post-office address must
also be directed to the Chief of the Bureau of Insular Affairs,
and a duplicate copy of each such communication mailed at
the same time to the chief of the Bureau or Office interested.

(¢) An officer or employee entitled to traveling expenses
from his place of residence in the United States to Manila
under the provisions of section twenty-three or twenty-nine
of Act Numbered Sixteen hundred and ninety-eight, or from
foreign countries under the provisions of section twenty-three
of Act Numbered Sixteen hundred and ninety-eight, shall file
with the Insular Auditor his expense account within thirty
days, if possible, after arrival at Manila.

JAMES F. SMITH, Governor-General.



CIRCULAR No. 35.

THE GOVERNMENT OF THE PHILIPPINE ISLANDS,

BUREAU oF CIVIL SERVICE,
Manila, June 25, 1909.
To Chiefs of Bureaus and Offices:

I have the honor to invite attention to the provisions of
section twenty-nine of Act Numbered One thousand five
hundred and eight-two, regarding participation in elections
by officers or employees; section ten of Act Numbered One
thousand six hundred and ninety-eight, relating to political
contributions and political services; section one of Civil
Service Rule XIII, providing that “No person in the Philip-
pine civil service shall use his official authority or official
influence to coerce the political action of any other person
or body;” and section six of Civil Service Rule XIII, which
provides that “pernicious political activity, offensive polit-
ical partisanship or conduct prejudicial to the best interest
of the service * * * may be considered reasons demand-
ing proceedings to remove for cause, to reduce in class or
grade, or to inflict other punishment as provided by law in
the discretion of the Governor-General or proper head of
Department.”

The provisions of the law and rules above cited apply
equally to the members of the classified and of the unclas-
sified service in all the branches of the civil service of the
Philippine Islands, except elected officers and officers ap-
pointed by the President of the United States.

Political activity consists among other things in taking
part in political management or political campaigns, being
a delegate to any political convention or a member of any
political committee or directorate or of any political club
or other similar political organization, making speeches or
canvassing in the interests of any party or candidate, solicit-
ing or receiving contributions for political purposes either
directly or indirectly, or becoming prominently identified
with any political movement, party, or faction, or with the
success or failure of any candidate for election to public
office.

It is requested that this circular be brought to the notice
of all officers and employees under your jurisdiction, clas-
sified or unclassified, permanent or temporary.

Very respectfully, B. L. FALCONER,
Director of Civil Service.
Approved:

W. CAMERON FORBES, Acting Governor-General.
112677—5 65
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