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FOREWORD

In the Pailippines, the Bureau of Correclions (BuCor} embodies a
critical facet of our national secunty and public welfare strategy.
Under he guidance of Presiden: Ferainand "Bongbong” Marcos
Jr., our odministration underscores the impeortance  of
strengthening our comactions faciities. This commitment is
pivotal for achieving sustainable peace and preventing any
regrassion into conflict

The chalenges faced by our coTeclions system are
numercus, especially wehin the delicste balance of our
socletal framework, The capacity of our commections authorities
fo effectively manage these challenges is directly related to our
\ broader objectives of mamianing peace and enswing pubdc
‘ : salely. Recognizing this, our efforts to provide BuCor personne!
with the necessary resources and training have been intansified,
refiacting our dedicabion to public service and govermarce,

The modemization and restructuring of the Bureau, promptad by the enaciment of Republic Act
(RA) No. 10575 or the BuCor Act of 2013, signified a milestane in our joumey toward reforrning the
correctional system. This act was a crucial step forward in enhancing transparency, accountabiity,
and efficiency within the Bureau, marking the beginning of a transformative era,

The revision of the BuCor Manual aligns with thesa legisiative changes, offering a comprehensive
guide that encompassas the bureau's operational profocols and regulations, This manual is not
mersly a document. & is a mandestation of our commitment lo the principles of justice and
rehabilitation. It serves as an Invaluable tocl for our personnel, guiding them in their daly
responsibilties and ensuring that their actions reflect our shared values of dignity and respect for
human rights.

As we present this updated manual, we are reminded of our collective responsbility to those In our
custody and to the socety we serve. It is our hope that this manual will smpower our personnel o
excel in their roles and contribute significantly to the positive transformation of the Bureau. Theough
this enosavor, we reafiirm our cormmitment o builkding a cormactional system that is just, humane,
and capatie of fostering genuine rehabilitation.

Inhb«aofmbeghw&ugsmdor?midemuam.mmmmrdwchamnmdspﬂof
unity and determination. May this manual serve not only as a guide o best practices but also as &
symboi of our dedication to creating a safer, mere equitable soclety for 2l Filipnos

HON. JESUS SPINC REMULLA
Secretary of riment of Justice
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MESSAGE

The Bureau of Comractions (BuCor) has been on a journey of salf-

improvement since the implementation of Republic Act (RA) No

10575, also known as the BuCor Act of 2013, in 2018. Despite

s implementation, the Bureau is still grappling with numerous
chalienges that hinder its ablity to effectively carry out its
mandate. Overcrowding in corrections facilities as well as
Issuas of corruption and Internal inefficiencies plagued the
institution, raising concerns about the effectiveness of the
country's correctional system.

In response to thesa challengas, the introduction of an

updated BuCor Manual — outlining the rules, regulations, and
protocols that govern the operations within the Bureau — has
set the grouncdwork for a more efficiert and responsive
correctons system.

This manual came to frution through the dedicated and selfiess service of a Technical Working
Groups with expertise in various aspacts of the correclions system. This group played a vital role in
meticulously crafting the BuCcr Manuai that seeks to guide every BuCor personnel in the day-1o-
day operatiors of the buraau

The crafting of the BuCor Manual aligns with the revolutionary reforms necessary 10 develop a
world-class corrections system that cur nation can take pride in and foward a relavant, sustainable,
and respected BuCor in the 21st century. Through this manual, we are colleclively advancing the
professionalization of the correction system. Therefore, all personnel are mandated to follow the
guldelines and procedures contained in ths manual,

It 12 essantial for all persennel to not only familiarize themselves with the content of the manual but
also to mplement these guidelines in their four of duty. By doing so, thay can contribute to the
standardization of systems, processes, and procedures with ulmost consistency across the bureau
Through this collective effort, BuCor can continue to evolve and improve, ensuring the well-being
and security of both personnel and Persons Deprived of Liberty.

GENERAL GREGORIO PIO P CATAPANG JR., AFP (Ret), CESE, CCLH
Director Ganesal, Bureau of Corrections
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MESSAGE

The Bureau of Comractions has been updating the BuCor Manual
since the passage of the Republic Act (RA) No. 10575, otherwmse
known as the BuCcor Act of 2013, signed into law by then
President Bersgno Aquino in 2013 which aims to modernize,
professionalize, and restructure the bureau, This manual
serves as a valuable resource for all personnel working within
this bureau aiming to provide essenlial guidelnes,
procedures, and bes! praclices that wil be useful in the daily
peclormance of duty.

Appreciation of this manua to its core i$ a must to ensure a

better understanding of the crucial role it plays, being a part of
the criminal justice system, ensuring the twin mandates of the
BuCor, the safekeeping and effective rehabilitation of the
national prisoners, It is imperative that all personnel possass the
necessary knowledge and skills {o carry oul their duties effeclively

This manual is our commitment to continuously improve our crafis as wa aim for excellence. It is a
y-product of precious colaboration of efforts among key officers and personnel done through

numerous consultations and extensive research to ensure the current standards In the comrections
service,

It is with hope that this BuCor Manual will b embeddad In everyona's hearis and minds to
successfully carry on the BuCor's Mission and Mandates.

Thank yeu for your dedication and commidment to the Bureau of Corrections a8 we sl togaether
strive for the bettermant of this bureau

A | PERRERAS
Deputy Di or General for Admnistration

¥
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MESSAGE

Devalopments in the feld of corractions service became inavilable

" since the passaga of the Republic Act {RA) Na. 10575, otherwise

{ Q known as the BuCor Act of 2013 when it was signed into law by

(O e then President Benigno Aguino in 2013, This law aims to
modernize, professionalize, and restructure the bureau

VheweZie i

‘< ; d : "‘

d The Bureau of Corrections necassitates the updating of the
BuCor Manual In order 1o supervene it to the aferementioned
RA 10575, The invaluable inputs and collaboration from the
parsornel in the workplace who are considered experts in the
field of oparations have been instrumental in shaping this

comprehensive resource. The unwavering commitment o
carry on the mission for the effective safekeeping and
rehabifitation of the national prisoners is truly remarkable,

| strongly encowrage all thea men and women of the Bureau of

Corrections o be familiarized with the contents of this manual and
cffectively apply s principles in their daily work as | am confident that this manual will serve as an
effective tool in our pursuit of excallence,

It is my desire that every page of this manual will be imbibed to the hearts and minds of every
personnel including the stakeholdars with optimism of excellent service of the buresu.

Thank you for your unwavenng commitment and dedication to the Buresu of Corrections.

>

ASEC GIL TTORRALBA
Deputy Director General for Security and Operations




MESSAGE

Corrections is ona of the firm foundations among the pillars of our
justice system. The Bureau of Corrections (BuCor) Manual
provides a clear definition that complements the status of
Persons Deprived of Liberty (PDLs) and represents the
dedicaled andesvor of the conlributors to accomplish
beneficial services for both PDLs and the Bureau.

Several revisions to the old BuCor Manual have baen mads

since the ratification of the Republic Act 10575, otherwise

known &s the "BuCor Madernization Act of 2013". As time

evolves, the enhancement of the manual s needed 10

complement the gradual changes in improving the status of
POLs in all Operating Prisons and Penal Farms (OPPFs), The
sustanability of the proper and orderly status of the POLS and
our agency is the pamary course of action with collaborations from
al concerned slakeholders.

It shal slways be the utmost factor to consider the importance of the manual, for it served as the

guiding principle and distinet controling limits to abide by the rule of law in achieving excellence in
the field of comractions service

ciCsuU S5OXS BRAVOD
0IC, Deputy Director'S 'As for Reformatien

©
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WHEREAS, pursuant to Republic Act 10575 “The Bureaw of Corrections Act of 2013°, itis the polcy
of the State to promote the general welfare and safeguard the basic rights of every Persons
Daprived of Liberty (POL) incarceratad in our national panitentary,

WHEREAS, coexisting with the Bureau of Coreciions’ mandate of safekeeping is reformation that
shall be discharged by Profassional Reformation Persormel through different Reformation
Programs,

WHEREAS, on a national scope, the Bureau of Corrections shall be able o completely daliver the
actual renlization of deterrence, restraint, discipline, reformstion, and resloration as major
interventions for the treatment of law offandars towards a safe, secure, harmonious, and

progressive Philippne society;

WHEREAS, the BuCor Manual is formulated to ensure the full regulation and implementation of the
safekeeping and reformation of every PDL,;

Now, THEREFORE, |, Director General, GENERAL GREGORIO PIO P CATAPANG JR., AFP
(Ret.), CESE, CCLH, by virtue of the powers vested n me, do hereby approve this Bureau of
Comrections Manual, as follows:

BOOK |
ADMINISTRATION

CHAPTER 1
OVERVIEW OF THE BUREAU OF CORRECTIONS

Section1. Mandate®. The BuCor shall be in-charge of safekeeping and nstitutng reformation
programs o national POL sentenced 1o more than three (3) years,

Section 2. Vision. By 2040, BuCor will be a highly efficient and competent corractions service
that provides effective safekeeping and hollstic reformation programs, in observance
of domeetic and intemational standards for PDL confined in Cperating Prisons and
Panal Farms (OPPF).

Soction3. Mission. To contribute 1o the proiaction of the society by ensuning that tha PDL
confined at BuCor are completely incapacitated from further committing criminal acts
through instituting effective safekeeping and by engaging in different reformaton
programs 1o become a productive and law-abiding member of society upon release.

Section 4.  Functions, The BuCcr is tasked to safe keop and rohablitate POL by providng
opportunities for refarmation, decent environmend, and secure setlings.

To extend exemplary pubic service, BuCor commits to:
31, Implement effective and strong security measures for all confined PDL:

32, Provide PDL wih basic recessities in accordance wilh existing domestic and
intarnational laws, rules and regulations;

1 Sec 4 of Republic Act 10575 (2013)
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Ensure that PDL undergo holistc rehabilitaton program;

Establish linkages with other government agendles and non-govemment
organizations that will support re-inlegration of released PDL with society;

Select highly qualifiad and competent personnel and empower them through
coniinuous trainng and development programs;

Provioe adequate corrections faclities; and

Continually improve the effectiveness of its Quality Management System.

Section4,  Core Values. The BuCor personnel are guided by the following core values:

God Centerad — We center our lives joyflly and dynamically upon the
person of God,

Integrity —~ We promote accountability, equity. and nchisivenass by adhering
to high ethical and moral standards,

Vigilance ~ We are commitied t¢ enhance public safety by being
rasponsive to the extrerne demands of commections duties.

Innovativeness — We seek continuing advancement In  corrections
managemen! in order to faca amerging challanges and to optimize
appication of resources,

Section5.  Objectives. The objactives of BuCor are e following:

To "accord the dignity of man” 1o PDL while serving senlence,

To completely incapacitaie the PDL from further committing criminal acts
and have them totally cut-off from their criminal netwerks (or contacts in the
free society) whie serving sentenca in tha BuCor, 1o ullimately protect the
sociely against cime.

To have efective treatment of anti-social behavior and destuctive
personality disorders of a PDL;

To enhance the safekeeping, rehablitaton, and develpment of POL In
preparaticn for their eveatual reintegration into the mainstream of society
upon thelr releasa; and

To professionalizo corractional services.

CHAPTER 2
ORGANIZATION OF THE BUREAU

Section 1, KwPodﬂmsTthuCordaIboMbyammmmllbcmw
three (3) Deputy Directors: one (1) for Administration, cne (1) for Security and
Operstions and one (1) for Reformaticn, all of whom shall be appointed by the
President upon the recommendation of the Secretary of the Department of Juslice
(DOJ): Provided, that the Director and the Deputy Directors of the BuCer shall serve
2 tour of duty not 1o exceed six (6) years from the date of appointment: Provided,
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further, that In times of war or other naticnal emargency declared by Congress, the
Prasident may extand such tour of duty®.

The following shall be the structure of Officers in Command of BuCor:

1.1,

12

1.3

14.

1.5

Section 2. Rank Classification, For the purposes of efficient administration, supervision and
control, the rank classification of tha BuCor Uniformed Personnel are as follows,

2.1.
22
23.

24,
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The Head of the BuCor, with the rank of Undersecretary shall have the
position and title of Director General of the BuCor,

The sacond officers in command of the BuCor, with the rank of Assistant
Secretanas shall have the position énd tithe of Deputy Direcior Generals of
the BuCor.

The third officer in command of the BuCor, with the rank of Chief
Superstendent, shall have the positon and title of Comredions Chief
Superntendant.

The fourth officar in command of the BuCor, with the rank of Senior
Superntendent. shall have the position and tile of Comections Senior
Superntendant

The fifth officer in command of the BuCor, with the rank of Superintendant,
shall have the position and tithe of Corrections Superintendent,

Director Genersl — Undersecretary
Deputy Director General — Assislant Secretary

Corections Chief  Superillendent/Corrections  Technical  Chief
Suparintandant equivalent to One Star General

Corrections  Senior  Superintendent/Comrections  Technical — Senior
Superinendent equivalent to Colonel

Cormections Supaerintendsnt/Corrections Technical Superintendent aquivalent
1o Lieutenart Colonel

Corrections Chaf Inspector/Corrections Technical Chief Inspector eguivalent
lo Major

Carrections  Senior Inspector/Corrections Technical Senior  Inspector
equivalent to Captain

Cotrections  Inspecior/Comections  Technical Inspector  equivalent o
Lisustanant

Corrections Sanlor Ofiicer  IV/Corrections Technical Senior Officer IV
aquivalent to Masier Seargent

Corractions Senior Officer HliCorrections Technical Saenior Officer il
equivalent to Technical Seargent

! Snc 9, par (2) of RA 10575 (2013)
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Comections Senior Offcar INCorrections Technical Senior Officer I
equivalent to Staff Seargent

Corrections Senior Officer VComections Technical Senlor Officer | aquivalent
to Saargent

Corrections Officer lIComections Technical Officer |1l equivalent 1o Comporal

Cormections Officer NiComedions Technical Officer I equivalent to Privase
First Class

Cormections Officer VCorrections Technical Officer | equivalent to Private

Section 3.  Organizational Structure of the BuCor (detalls In ANNEX “A”), The Bureau shall
carry out the functions through the following offices, directorales, and corrections
facilites:

Offices under the Office of the Director General

3.1.1. Office of the Director General Proper

3.1.2. Office of the Director General for Administration
3.1.3, Office of the Director General for Securty and Operations
3.14, Office of the Direclor Generl for Raformation
3.1.5. Legal Service

3.1.6. Internal Affairs Service

3.1.7. Public A¥airs Service

3.1.8. Corections National Training Institute

3.1.9. BuCor Land Control and Managament Center
3.1.10. Internal Audit Senvices Unit

Directorates

3.2.1. Directorale for Administration

3.2.2. Directorate for Security and Operations

323, Dwectorate for Reformaton

324, Directorate for Planning and Management
32,6, Diroctorate for Health and Welfare Services
3.26. Directorale for Reception and Diagnostics
3.2.7. Directorale for External Relations

3.2.8. Directorate for Comptrollership
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3.3,
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Opcmating Prisons and Penal Farms
3.3.1. San Ramon Prison and Penal Farm, Zamboanga City
3.3.2 Iwahig Prizon and Penal Farm, Puedto Princesa City, Palawan
3.3.3, Correclional hstilution for Women

3.3.1. CIW — Mandaksyong City

3.3.2. CIW - Mindarao

3.3.3. CIW — Palawan
334 Davao Prison and Penal Fanm, B. E. Dujall, Davao Del Norte
3.3.5. New Biibid Prisen, Muntinkupa City
3.3.6 Sablayan Preon and Penal Famms, Sablayan, Occidental Mindoro
3.3.7. Leyie Reglonal Prison, Abuyog Leyte

CHAPTER 3
BUCOR UNIFORMS

Standard Uniforms. The Drecior General prescribes standard uniforms, insignia,
and other paraphemalia 0 be worn during official functions, oocasions, and other
activities. The types of uniforms of BuCor Comrmissioned Officers and Non-
Commissioned Officers are as follows:

1.1

1.2

White Duck (details in Aanex “B") - It is wom by an officer
during special and formal occaslons, such &s:

1.1.1. testimonial parade (by the Henoree)
1.1.2. ginning of ranks for officers;

1.1.3. wedding ceremonles for BuCor officers. and

1.1.4. other occasions as may be direciad by the Director General.

Gala (details in Annex "C") — It is wom by an officar during occasons, such
as:

1,2.1. Graduation ceramonies;

1.2.2. BuCor Anniversary celebration;

1.2.3. New Year's Call and

1.2.4. Other occasions as may be directed by the BuCor, Ditector Ganeral,
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Bush Coat (detalls in Annex “D°) — It s wom by an officer during occasions,
such as:

1.3.1. flag caremonies;

1.3.2. meetngsi/conferences,

1.3.3. seminars;

1.3.4. courtesy cal; and

1.3.5. other occasions as may be directed by the BuCor, Director General,
General Office Attire A/B/C (Details in Annex "E*) - It is wom by officars when

reporling for duty, transacting official business with NHQ and other
Institutions.

Field Uniform (Detalls in Annex “F") — worn for everyday fieldwork and combat
duly purpases,

Athletic Uniform (Details in Annex "G”) - Exclusive use only ¢f the BuCor

personned during the conduct of athletics, Physical Fitness Test, Fun Run,
Disastor, Rebef and Rascue Operations, and other similar aclivies,

CHAPTER 4

FUNCTIONS OF COMMAND GROUP, DIRECTORATES AND

CORRECTIONS FACILITIES

Section 1. Functions of the Command Group. The Command Group shall have fhe following
fundlions:

Director General

1.1.1. Overzees the ontire operatons of the Bureau and exercises
command, administration and supervision of the entire agency in
pursuit of Its mandate;

112, Promulgates rules and regulations necassary to camy oul the
objectives and polcies of the Bureau;

1.1.5. Estatlishes policles and standargs for the operation of the Bureau
pursuant to the President’s program of govemment;

1.14. Delegales authority for the performance of any functions to oMenders
and employses under hisher direction;

1.1.5.  Represents the Burcau before other official bodies and official
functions;

116, Presides al periodic siaff and general meeting of officers and
employees of the Bureaw,

1.1.7. Submit periodic report to the Secretary of Justice on matters regarding
the management and operations of this Bureau, and

1.1.8. Performs such other functions as may be prascribed by law.

7
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Sectlon 2. Functions of Direclorates. The following directorates shall have the following
functions:

1.2 Deputy Directors for Administration, Security and Operations, and Reformation

21

2.2,

23.
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1.21.  Advises and assists the Director of Comrections In the formulation and
implementation of the Bureau's objectives and policies;

1.2.2. Overvews al operational activities of he Bureau for which he shall be
responsible for the Diroctor,;

1.23. Coordnates the programs and projects of the Bureau of Comrections
and be responsible for their economical efficent and effeciive
administration,

1.24. Deputy of the Drector General In all matters relating to the operation
of the Bureau;

1.2.5. Assumes the duties of the Director in the [atier's absance; and

1.2.8. Parforms such other functions as maybe assigned by the Director
General.

Dimeclorate for Security and Operations — Plans, controls, directs, and
coardinates the BuCor's securiy operations and ntegrated support ackvities.
The Divisions under this Directorate are as lollows:

2.1.1. Security and Safekeeping Division;
2.1.2. Inteligence and Investigation Division;

2.1.3. PDL Documents and Processing Division; and

2.1.4 Communications Tactical Operations Division,

Direclorate for Reformation — Formulates plans, policies, and programs o
futher promote the delivery of reformation services through varous
Intarventons. The Divisions under this Directorate are as folows.

2.2.1, Education and Training Division;

2.2.2. PDL Sports and Recreation Divislon;

2.2.3. Behavior Modfication Division,

2.2.4. Moral and Spintual Division;

2.2.5. Work and Livelihood Division; and

2.2.6. Haakh and Welfare Division.

Directorate for Reception and Diagnostics — Formulates and oversees the

implementation of policies, standards and rules on raception and diagnosiics
of POL admssion. The Divisions under this Direclorals are as follows:

e 19
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26
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231, Administratve Division;

2.32. Assessment and Program Moniloring  Division; and

2.3.2. Case Management Division,

Directorate for External Relations — Crafts and ovarsaes the prarelease and

post-release plans and programs for PDL who will be rejoining the society. The

Divisions under this Directorate are as follows:

2,4.1. Adminisirative Division; and

24.2. External Affairs Division

Directorats for Administration — Manages the housekeeping operations of the

Bureau such as admnistrative, financial, and gensral ancillary services, The

Divigiong under this Diroctorate are a3 follows:

2.51. Administrative Division;

2.52. Human Resource Division,

253. General Servica Division;

254. Supply Division;

2.55. Anti-Red Tape Authority;

2.5.6. Doctrine Development Division; and

2.5.7. Leamng and Development Division,

Directorats for Planning and Management — Formulates plans, programs and

projects, and monfors its implementation thereof.  shall also house the

Management Information System (MIS). The Divisions under this Directorate

are as follows:

2.6.1. Planning and Siatiatics Division;

2.6.2. Planning and Management Division; and

2.6.3. Information and Communication Technology Division.

Directorate for Comptrollarship — Advises the BuCor Director General on

matiers relating to Budgeting, Accounting and Fiszal Managamant Oversees

and monilors Resources and Fiscal Management attuned b the current

developments and updates coming from the DBM and other related

'opmfudm“ V'governmental bocties, The Divisions under this Directorate are as
ows:

2.7.1. Budget Dwvision; and

2.7.2. Accounting Division.

Diractorate for Heath and Welfare Services — Formulates and oversees the
Implementation of polices and guidelines for the provision of quality health care

4
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to PDL. Leads the moniorng, supervision, and evalustion of al hospitals in
diferant colonies making sume of a standardized pattem of medical services
randered. The Divisions under this Directorate are as follows:

281, Administrative Division;

2.8.2. Medical Division; and

2.8.3. Mental and Behavioral Science Division.

Functions of Support Offices, The Support Offices shall have e folowing
functions:

3.1, Intemal Aftairs Service

3.1.1 Has the sole authority overall administrative cases brought against
its personnel, ether moty propio or through a valld complaint,

3.2.  Public Affalrs Service (PAS)

3.2.1. Fosters open communication by delivering accurate, relevant, and

timely informaton to the public regarding signéicant events and
programs of the BuCaer.

3.2.2 Premoles open refationship among OPPF, media and community.

323 Ccordinates and astablishes linkages and develop collaborative
parinership with govemment and non-government organizations and
encourages community volvernent in corréctions activiies thqough
the vanous forms of media to generate public support for the
comections service ard the government in general

324 Conducts cotinucus Information and education campaign among
BuCar perscnnel on the observance of the customs, traditions and
practices of the corrections service as well as kaeping them updated
on the policies, rules and regulation prescribed by hgher authorities.

3.3. Comections Naticnal Training Institute (CNTI)
3.3.1. Primarly responsible in the conduct of training.

3.3.2. Prepares and reviews the BuCor educatonal and training programs
and supervises its mplementation,

3.4 Legsl Service

34.1. Provides assistance to the Director General and the Bureaw itsaif on
all legal matters.

3.5 BuCor Land Control and Management Center (BLCMC)

3.5.1. Designs, formulates, and implements land-use development plans
and policies.

N em




ﬁunudm_u

352 Prepares and Implements a comprebensive and  detalled
developmant of all peral colenies.

3.6, Internal Audit Service

3.6.1. Conducts operations performance sudt on SuCor activities, verfying
e axent of compliance with its mandate, policies, government
regulations, eslablished objectives, systems and procedures, and
contraciual obligations.

Sectiond,  Functions of OPPF, All OPPF shall directly implement the administrative, cusiodal
or securfly, and reformation activities and programs, following the policies set forth
by the Drecior Geneml and diferent Direclorates. It shall be similarty structured o
have the capacilty lo pedform administrative, secourty and safokeepng and
raformation functicns.

CHAPTER §
QUALIFICATION STANDARDS IN THE APPOINTMENT
OF BUCOR PERSONNEL

Section1.  Appointment of Personnel to the BuCor’. The appontment of tha BuCor shall
be effected in the following manner:

1.1, Diactor General and Deputy Director Geneml shall bo appoinied by the
President vpon recommendation of the Secretary of the Depariment of
Jct.gcloe (DOJ) and endorsement by Chaiman, Civil Service Commission
(CSC).

1.2 All other personnel, both uniformed and non- uniformed, shall be appointed
by the Director General of BuCor and attested by the CSC.

Section2.  Minimum Qualifications for Uniformed Personnel’, No person shall be appointed
as uniormed personngl of the BuCor uniess one possesses the following minimum
qualifications:

2.1. A citizen of the Republic of the Philippines:
2.2. Aperson of geod moral character;

2.3, Must have passed the peychialric/psycholegical, drug and physical test for
the purpose of determining hisher physical and moental haslth;

24. Mustpossess a baccalaureate degres from a recognzed leaming institution;
25, Must possess the appropriate civil service sligibility;

26. Must not have been dishonorably discharged or dismissed for cause from
previcus employment,

2.7, Must not have been convicted by final judgment of an offense or crime
Involving moral tumpitude: and

¥ Sec 12 of RA 10575 (2013)
* Sec 11, par (a) of RA 10575 {2013)
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Section 3,

Section 4,

2.8

Must be at least one metar and HMty-saven cantimetars (1.57 m. ] in height for
males, and one meter and fifiy<two centimeters (1.52 m,) for females:
Provided, that a waiver for haight and age requirements may be granted to
applicants belonging 1o the culural communiesindigencus peoples:
Pravided, further, that a new apglicant must not be leas than twenty-one (21)
or more than forty (40) years of age. Excapt for this particular provision, the
above-enumerated gualifications shal be conlinuing in character end an
absenca of cne of them al any given lime shall be ground for separation or
retrament from the service. Provided, furthemnore, that those who are
already in the service upen the effectivity of this Act shall be given fve (5)
yoars from the date of such effactivity obtain the minimum educational
:u‘;?ialim and eligindity with subsidiary assistance as provided for in this

Minimum Qualifications for Non-Uniformed Personnel. Appolhiment of non-
uniformed personnel at the BuCor shall be governed by the Omnibus Rules on
Appontments and Olher Human Resource Actions (ORAOHRA).

Qualification Standards®, The BuCor shall establish the Qualfication Standards
subject 10 the approval of the Civil Service Commission for purposes of appointment
to ranks.

4

Corrections Officers

4.1.1, Cormrections Chiel Superinendent — Must have a master's degree,
hag served two (2) years as Corrections Saenvor Superintendent, has
undergone Corrections Officers Senior Executive Course (COSEC)
or its eguivaient, and has RA 1080/ CS Professionall CSC Police
Officar (July 1998 onwargsy Penology Officer, or any other
appropriate Second Level Ehgibibty,

412 Comactions Senior Superintendent -~ Must have a master's degree,
has served three (3) years as Correclions Superintendent, has
undergone Comrections Officers Senior Executive Course {COSEC)
or its equivalent, and has RA 1080/ CS Profassional/ CSC Polce
Officer (July 1938 onwards)l Penology Officer, or any other
approprate Sacond Level Eligidity.

413, Comections Superintendent - Must have a masier's degree, has
served three (3) years as Corrections Chief Inspoctor, has
undergona Corroctions Officers Advance Course (COAC) or its
equivalent, and has RA 1080/ CS Professional/ CSC Police Officer
(July 1998 onwards) Penology Officer, or any other appropriate
Second Level Eligibity.

4.14. Comactions Chief Inspector — Must have a bachelor's degree, has
served three (3) years as Corections Senior Inspector, has
undergone Corrections Officars Advance Course (COAC) or its
equivalant, and has RA 1080/ C5 Professional/ CSC Police Officer
(July 1888 onwards)/ Penology Officer, or any other appropriate
Socond Level Eligibiity.

* Sec 11, par (a){B) of RA 11548 (2021}
% CSC Resolution No. 1501364 dated Decamber 4, 2018 Re: Cuallfication Standards for Uniformed Rarks in the BuCor
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4186,

419

4.1.10.

4.1.11.

4.1.12.

4.1.13,

Corrections Senior Inspector — Must have a bachelor's degree, has
sarved three (3) yeas as Comections Inspector, has undergone
Correclions Officers Basic Course (COBC) or its equivalent, and
has RA 1080/ CS Professionall CSC Police Officer (July 1998
onwards Y Penclogy Officer, or any olher appropriate Second Leavel
Elgibisty.

Corrections Inspector — Must have a bachelor's degree, has served
three (3) years as Comections Senior Officer IV/ Lateral Entry, has
undergone Corrections Candidate Course (COCC) or 1s eguivaent,
and has RA 1080/ CS Professionol/ CSC Police Officer (July 1998
onwards)y Panclogy Officar, or any other appropriate Second Leval
Elgibility,

Corrections Senior Officer IV — Must have a bachelor's degrae, has
sarved two (2) years as Comections Senior Officer NI, has
urxlergone Senior Corrections Supervisory Course (SCSC) or its
equivalent, and has RA 1080/ CS Professionall CSC Polica Officar
(July 1958 onwards) Penclogy Officer, or any other appropriate
Second Level Egibility.

Corrections Senior Officer (8 — Must hava a bachslor's degree, has
served two (2) years as Comections Senior Officer I, has
undergone Senior Cerrections Supervisory Course (SCSC) or its
equivalent, and has RA 1080/ CS Professionall CSC Police Officer
(Juy 1998 onwards) Penclogy Officer, or any cther appropriate
Second Level Eligibility.

Corrections Senior Officer Il -~ Must have & bachelor's degree, has

served lwo (2) years as Comectons Senior Officer |, has undergone

Junior Comrections Supervisory Course (JCSC) or iis aquivalent,

and has RA 1080/ CS Professionsl/ CSC Polica Officer (July 1968

msy Penology Officer, or any other appropriate Sesond Lavel
ity.

Comections Senior Officer | ~ Must have a bachelor's degree, has

served two (2) years as Cormactions Officer Hll, has undergone

Junior Comrections Supervisory Course (JCSC) or &s equivaient,

and has RA 1080/ CS Professonal/ CSC Police Officer (July 1998

m)f Penclogy Officer, or any other appropriate Second Level
gl .

Corections Officer Il — Must have a bachelor's degree, has served
two (2) years as Corractions Officer I, has uncergone Comections
Officars Custodial Basic Course (COCBC) or its equivalent, and has
RA 1080/ CS Professionall CSC Polics Officer (July 1998 onwards)/
Penology Officer, or any other appropriate Secend Leval Elgibiy.

Corrections Officer Il — Must have a bachelor's degres, has served
two (2) ysars as Commactions Officer | has undergone Correctons
Officars Custodial Basic Course (COCBC) or its equivalent, and has
RA 1080/ CS Professional/ CSC Police Officer (July 1 998 onwards)
Penology Officer, or any other appropriate Secand Level Eligidity.

Corrections Officer | — Must have a bachelor's degree, and has RA
1080/ CS Professionall CSC Police Officer (July 1988 onwardsy
Penology Officer, or any other appropriate Secand Level Elgibility,

e
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4.2,  Comections Technical Officars

4.2.1. Correclions Technical Chief Supenntendent — Must have a master's
degree, has served (wo (2) years as Corrections Technical Senior
Superintendent, has undergone Officers Senior Exacutive Course for
Reformation (OSEC-R) or its equivalent, and has RA 1080/ CS
Professional' CSC Polica Officer (July 1298 onwards) Perology
Officer, or any other appropriate Second Level Eligibdity.

4.2.2. Comections Technical Senior Superintendent — Must have a master's
degree, has served thvee (3) years as Corrections Technical
Superintendent, has undergone Officers Senlor Exacutive Course for
Reformaton (OSEC-R) or its equivalent, and has RA 1080/ CS
Professional CSC Police Officer (July 1898 onwards)! Perology
Officer, or any other appropriate Second Loval Eligibsiity.

4.2.3. Comections Technical Superntendent — Must have a master's
degree, has served three (3) years as Comeclions Technical Chief
Inspector, has undergone Officers Advance Execulive Course for
Reformaton (OAC-R) or #s equivalent, and has RA 1080/ CS
Professionall CSC Polica Officer (July 1598 onwards) Penology
Officer, or any other appropriate Secand Level Eligibiity.

4.2.4. Comections Technical Chlef Inspecior = Must have a8 bachelor's
degree relevant to the job, has servad three (3) yeare as Comractions
Technical Senior Inspactor, has undergone Officers Advance Course
for Reformation (OAC-R) or its equivalent, and has RA 1080/ CS
Profassicnall CSC Police Officer (July 1988 onwardsy Penology
Officer, or any other appropriate Second Level Eligibiity

4.2.5. Corrections Technical Senior Inspactor — Must have a bachelor’s
degree relevant 1o the job, has served three (3) years as Comactions
Technical Inspector/ Lateral Entry, has undergone Officers Basic
Course for Reformation (OBC-R) or Its equivalent, and has RA 1080/
CS Professionsll CSC Police Officer (July 1998 onwards)/ Penology
Officer, or any othar appropriate Second Level Eligibility. This is the
entry level rank for Highly Specialzed Professionals, e.g. Doctor of
Medicne, Lawyers, elc,

4.2.6. Corections Technical Inspector ~ Must have a bachelor's degree
rolavant 1o the job, has sarved thvee (3) years as Comections
Techrical Senior Officer IV Lateral Entry, has undergone Officers
Candidats Course for Reformation (OCC-R) or its equivalent, and
has RA 1080¢ CS Professionall CSC Police Officer (July 1668
onwardsy Penology Officer, or any other appropriate Second Level
Elgiblity

4.2.7. Corresticns Technical Senior Officer [V — Must have a bachelor's
degrea relevant to the job, nas served two (2) years as Correctiona
Technical Senior Officer Ill, has undergone Sanior Cerrections
Technical Suparvisory Course for Reformation (SCTSC-R) or its
equivalent, and has RA 108(v CS Professional/ CSC Polics Officer
(July 1998 onwards) Penology Officer, or any other appropriate
Second Level Eligibliny.
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428

429

4.2.10,

4.211.

4212

4.2.13.

Comecions Tachnical Senior Officer Il = Mus! have a bachalor's
degree relevant lo the job, has served two (2) years 8s Correclions
Technical Senior Officer |l, has undergone Senlor Corrections
Technical Supervisory Course for Reformation (SCTSC-R) or s
equivalent, and has RA 1080/ CS Professionall CSC Polce Officer
(July 1988 omwards) Penology Officer, or any other appropriata
Second Level Eligibiity.

Comrectons Technical Senfor Officer Il - Must have a bachelors
degree relevant 1o the job, has served two (2) ysars &s Correclions
Tachnical Senior Officer |, has undergone Junlor Corrections
Technical Supervisory Course for Reformation (JCTSC-R) or its
equivalent, and has RA 1080/ CS Professionall CSC Polce Officer
(July 1998 onwardsy Panology Officer, or any other appropriate
Second Level Eligiblity,

Corrections Technical Senlor Officer | — Must have a bachelor's

degree relevant o the job. has served two (2) years as Corrections

Technical Officar Ill, has undergone Junior Corrections Technical

Supervisory Course for Reformation (JCTSC-R) or its eguivalent, and

has RA 1080/ CS Pmfessionall CSC Police Officer (July 1983

g}w:g)f Penology Officer, or any other appropriate Second Level
g .

Corroctions Technical Officar Il -~ Must have a bachelor's degres
relavant to the job, has senved twa (2) years as Corrections Tachnical
Officer Il, has undergone Comections Techrical Officars Basic
Couwrse for Reformation (CTOBC-R) or its equivalent, and has RA
1080/ CS Professional/ CSC Folice Officer (July 1998 onwards)y
Penclogy Cfficer, or any other approprate Second Level Eligibilty.

Comrections Technical Officer Il = Must have a bachelor's degree
relevant to the job, has served two (2) years as Comections Technical
Officer 1l, has undergone Corections Techrical Officers Basic
Course for Reformation (CTOBC-R) or its equivalent, and has RA
10B0/ CS Professional/l CSC Police Officer (July 1998 onvwardsy
Penology Officer. or any other appropriate Second Level Eligibity.

Correcions Technical Officer | — Must have a bachelor's degree
relevant to the b and has RA 1080/ CS Professionall CSC Polics
Officer (July 1998 onwards) Penclogy Officer, or any other
appropeiate Second Level Eligibiity,

Section5.  Designations and Work Assignments. The following arm the designations or work
assignments for Corrections Officers:

Operations

5.1.1.

Carmections Chief Superintendent (CCSUPT)

5.1.1.1. Ragional Superintendent — For OPPF with a POL population
of over five thousand (5,000)

5.1.1.2. Dwector of Directorates
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5.1.1.3. Other designatons and work assignments as appointed by
higher authoritios.

Corractions Senior Superintendent (CSSUPT)

5.1.2.1. Reglonal Superintandent — For OFPF with 8 POL population
of three thousand (3,000) but below five thousand (5,000).

5.1.2.2, Other designations and work assignments as appointed by
higher authorities,

Correclions Superintendent (CSUPT)

5.1.3.1. Colony Superinterdent — For OPPF with a PDL population of
two thousand (2,000) bul below three thousand (3,000).

5.1.3.2. Cheef of Intelligence and Invesligation; Chief Intemas! Affairs
Sorvice (minimum).

5.1.3.3. Other designalions and work assgnments as appointed by
higher authorities.

4. Corrections Chief Inspector (CCINSP)

5.1.4.1. Colony Assistant Superintendent

5.1.4.2. Assistanl Chief Intemal Affars Servica; Assistant Penal
Superintandent; Chie! Base Police Suppart Service (highest),
Chiel Inmale Relsase and Subpoena Division (highest);
Chief Operstions Division (highast); Chief Separation Center
(highest); Cnief Training Officer (highest).

Correcbons Senior Inspecior (CSINSP)
5.1.5.1. Sub-Colony Supanasor

5.1.5.2. Assistant Chief Escort; Camp Mailing Communication Chief
(highest); Chief Base Police Support Service (minimum):
Chief Diversified and Maintenance Unit (highest); Chwef Drug
Treabmen! and Rehabilation Center (DTRC) Security Unit
(highest); Chief Escorting Division (highest), Chief Gate
Security and Confrol Unit (highest), Chesf Inmate Post
Exchange (IPX) (highest), Chief Inmate Recovery Unil
(nighesty. Chief Inmate Release and Subpoena Devision
(madmum); Chief Inmats Visitation and Services Unit (IVSU)
(nighest), Chief Inteligence Owision; Chief Investigalion
Division: Chief K-8 (minimum); Chisf NBP Court Section
(highest), Chef Operstions Division (minimum). Chief
Overseer (highest), Chief Secuiity Responsa/Fatrol Unil
(SRUISPU) (highest), Chief Separation Center (minimum);
Chiof SWAT (highest); Chief Training Officer (minknum).
Chiel Camp Hosp#al or Infirmary Security Unit (highest),
Chief Camp Kichen Security Unit (highest), Commander of
the Guards (COG) (highesty Deputy Assstant, Penal
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Superintendent; Officer of the Day (highest), Reformation
Security Chief Officar (Max/Mad/Min) (highest) .

51.6. Corrections Inspecter (CINSP) — Adminstrative Officer of the
Assistan! Panal Superintendent; Assistant Chisf Escorl, Assstant
Chiet Inmate Release and Subpoena (JIRS) Division; Assistant Chief
Intelligence Division; Assistant Chief Investigation Division; Assistant
Chief Operations Center; Assistant Chief Training Officar; Camp
Malling Communication Chief (mnimum); Chief Clean and Green
Beaulification Unit; Chief Diversified and Mairderance Unit
{minimum); Chef Drug Treatment and Rehabililation Center (DTRC)
Security Unit (minimum), Chief Escording Division (minimum), Chiaf
Fire and Emergency Response (FER) Unit; Chief Gate Security and
Control Unit (GSCU) (minimum); Chief Inmate Post Exchange (IPX)
(minimum), Chief Inmate Recovery Unit (minimum}; Chief Inmate
Visitation and Services Unk (IVSU) (minimum); Chief Investigation
Division; Cheef K-8 (minrmum); Chief Monitaring and Anti-Sguatting
(MAS) Unit; Chief NBP Court Section (min), Chief Overseer
(minimum); Chief Range Officer; Chie! Rasearch and Plans
Development Divsion (minimum);, Chief Reservation Patol Unit;
Chief Security Responsa/Patrol Unit (SRUSPU) (minimum); Chief
SWAT {minimum), Chiaf Traffic Unit; Chief Camp Hospital or
Infirmary Security Untt {(mmamum); Chief Camp Kilchen Security Unit
(minimum}; Cormmandar of the Guards (COG) (minmum); Deputy
Assistant, Peral Superntendent Officer of the Day (minimum);
Reformation Security Chief Officer Max/Med/Min) (minimum) .

52. Reformation, Engineering and Administrative’

52.1. Corrections Technical Chief Superdntendent (CTCSUPT) — Directors
for Directorates (highast).

522, Cormections Technical Senor Superintencent (CTSSUPT) -
Directors for Drectorates (highest).

523, Corrections Technical Superintendent (CTSUPT) — Oirectors for
?iroctonm (minimum); Chief of Hospital (highest); Medical Officers

524, Comections Technical Chief Inspector (CTCINSP) — Deputy
Directors; Division Chiefs, Chief of Hospital (minimum); Medical
Officars: Medical Specilist (highesty Projed Evaluation Officers
(highest); Document Examiners (highest), Financial Analyst
(highast); Human Resouwrce Management Officers (highest),
lgentfication Officers (highest), Information Technology Officers
(highest); PDL Carpota Record Officers (h.ghm) Logistics
Management Officers (highest); Management and Audt Analysts;
Supervising Administrative Officers (highest); Supervising Records
glgoers (highest); Supply Officers (highest); Training Specialst

hast).

525. Corections Technical Senor inspecior (CTSINSP) ~ Office Chief in
the Support Servica/Command Group; Medical Officers; Medical
Specialist; Project Evaluation Officers; Document Examiners,
Fnancial Analysts;, Human Resource Management Officers;

' Sec. 14, Rule Xl of RIRR RALOSTS (2016}
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Identification Cfficers; Information Technology Officers; POL Carpela
Recard Officers; Logistics Management Officers; Management and
Aud?t Analysis, project Development Officers; Registrar, Senior
Budget Officers; Supervising Administrative Officers; Supervising
Recards Officers; Supply Officers; Traning Specialst .

5.26. Corrections Tecknical Inspactor (CTINSP) - Depatty Divigion Chief,
Saction Chiefs; Duty Dentist (highest): Duty Medical Tachnologist
(highest), Duty Nurses (highest), Education Program Supervisor,
Medical Officers; Medical Specialist (minimum); Project Evaluation
Officers; Social Welfare Officers (Highest Rank), Sports
Development Officars (highe#t);, Supervising Penal Institution
Program Officer; Duty Architects (highest); Documant Examiners;
Duty Accountants (highest); Financial Analysts; Human Resource
Management Officers; identificaion Officers (minimum), ivformation
Technology Oficers;, PDL Carpeta Record Officars; Logistics
Management Officers; Management and Audt Analysts; Project
Davelopment Offcers; Proparty Officer (highest), Public Relation
Officers (highest). Registrar; Senior Budget Officers; Supenvising
Administrative Officers (Min Rank); Supervising Records (minimum),
Supply Officers; Training Specialist .

CHAPTER 6
PERSONNEL MECHANISM AND OTHER ACTIONS

Professionalization and Qualifications Upgrading®. The DOJ shall design and
establish a professionalization and gualifications upgrading program for persornel of
the BuCor, in coordination with the CSC and the Commission on Higher Education
(CHED), through an off--campus education program or other similar programs.

Philippine Corrections Academy”. For sustained professionalism In service, the
BuCor i$ directed 10 conduct study for the feasible establishmeant of the Philippine
Corrections Academy, patterned after the Philippine National Polica Academy
(PNPA) of the Philippines National Police (PNP} and the Philippine Military Academy
(PMA) of the Armed Forces of the Phiippines (AFP) for its commissioned officers.

Corrections Natlonal Tralning Institute’®, The BuCor shall continue training s
personned through Its Persornel Training School, which shall be renamed as
Correcions Traning School/ Instilute patlemed after the BJMP's Jail National
Training Instiude (JNTI), he Bureau of Fire’s Fire Training Institute (FNTI) and the
PNP's National Training Institute (PNTI),

Lateral Entry of Officer Into BuCor''. In ganeral, all originad appointments of
officars in the BuCor shall commence with the rank of Comrections Inspector wherain
applcants for katecal enlry inlo the BuCor shall inchxde all those with highly
specalized and technical qualifications such as, but not limited lo, civil engineers,
mechanical engineers, electrical engineers, chemical engiheers, chemists,
architects, crminologists, certifiad public accountants, nurses, physical therapists,
denlists, social workers, psychologists, sociologists, gudance counselors and

¥ Sec 15 of RA 10575 (1013)

' Sec 11, par (c] of RA 10575 {2013}
¥ Soc 11, par [d) of RA 10575 (2013)
11 Sec 13 of RA 10675 (2013)
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teachers. Docior of Medicine, members of the Philippine Bar and chaplains shall be
appointed 1o the rank of Corrections Senior Inspector/Corections Technical Senior
Inspector in their particular technical service.

Promotion System for BuCor Personnel’s, The BuCor shall establsh s system of
promotion for the personned of the BuCor through the following principles:

51, Rationalized Promation Systam — The system of promotion shall be based on
ment and on the availability of vacant ranks in the BuCor staffing pattem,
Such system shall be gender-fair so as to ensure thal women personnel of
the BuCor shall enjoy egual opportunity for promoson as to men,

52  Requirements for Promotion

521, Anay personnel of the BuCor shall not be eligibie for promotion o
hgher ranks unless one has met the minimum qualfication
standards or the appropriate civil service eligibility set by the CSC,
and has satisfaclonly passed the roquired psychatric/peychological,
drug and physical test; and

5.22. Any personnel of the BuCor who has exhibited acts of conspicuous
courage and gallantry at the rnisk of one's life above and beyond the
call of duty or selacted as such in a nationwide search conducted by
any accredited civic organization, ehall be promoted to the noxt
higher rank: Provided, {hat these shall be valdated by the DOJ and
the CSC basad on esteblished criteria.

BuCor Merit Seloction Plan (MSP). It is the paicy of the Bursau of Comections to
stictly adhere to the pinapies of ment, fitness, and equality. The selection of
omployees shall be based on their refative qualifications and competence to perform
the dutes and responsibiliies of the position. Selection of employees for
appointmenrt in the Bumau of Comections shall be open to al quaified men and
women according 0 the prnciple of mert and fMness. There shall be no
discrimination in the selection of employees on account of age, sex, sexual
orientation and gander identity, civil status, disability, religion, ethnicity, or political
affiliation.

In this pursuit, the Bureaw of Carrections Ment Selection Plan aims 1o establish a
system hal is characlerized by strict observance of the merit, fitness, and equality
principles in the selection of employees for appointment to positions in the career
and non-career sarvice in the first, sacond and sacond level executive/managenal.

Also, It aims 1o create equal cpportunities for employment to all qualified men and
women 0 enter the government service and for career advancement in the Bureau
of Correclions.

6.1. This Merit Selection Plan shall cover both uniformed and non-uniformed
positions in first, second leved and second level executiveimanagerial
poa:ﬂmnhmaumuorm.nmyabomm:\m-caw
positions.

6.2,  The followihg procedures shall be cbserved In filling any vacant positions In
the Bureau of Comrecticns:

1 Se¢ 17, par ta)(0)(1.2) of RA 10575 (201%)
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6.21. The Human Resource Management (HRM) Office shall publeh the
vacant pasition in the CSC Bullelin of Vacan! Pesition or through other
maode of publication and post the same in three (3) conspicucus paces
in the Bursau of Corrections for al lkeast ten (10) working days. All
qualified employees shall be encouraged to apply. The HRM Office may
also issve a8 Memorandum to all units to ensure that all qualified
amplayaas can apply for the vacant positions,

6.22. The HRM Office, on tha basis of SRP, shall identify other employees
within the Bureau who are deemed qualified for promotion and prepare
listing of candidates aspiring for the vacant position, either from within
or cutside the agency, including qualified next-in-rank employesas,

6.23. The HRM Office shal conduct prefiminary evaluation of the qualfication
of al candidases and prepare the selection Fne-up. The selection ine-
up shall reflect the cormparative compatence and qualification of
candidates on tha basis of performance, education and training,
appropriate eligibiity, experience and outstanding accomplishments,
paeychosocal attibules and personality traits, and potential.

624, The HRMPSBE shal then conduct a panel inlenview, evaluate and
dafiberain en bane the qualifications of those listed in the selaction Ine-
w submitted by the HRM Office and make a systematic assessment of
the competence and qualifications of candidales vis-&-vis the minimum
requiraments corresponding to the kevel of vacant positions.,

8.25. The HRMPSE shall submi the st of screaned candidates from which
the Apgointing Autharity shall cheosa the appicant to be appointed. The
list should specify the top-ranking candidates whose overall scores are
comparatively al par based on the comparalive assessmenl of
qualficaticns of all candidates.

§.26. The Head of the Bureau shall assess the merits of the list of screened
candidates submitted by the HRMPSB and in the exercise of sound
discretion, select, in so far as practicable, from among the top-ranking
applicants deemed most qualfied for appointment to the vacant
position.

6.27. As soon as the apponiment is issued, a notice announcing the
appointment or promotion of an employee shall be posted a day after
the issuance of the appointment i three (3) conepicucus places in the
agency for at least fifiean (15) calendar days. The ¢ate of posting shall
be Indicated in the notice,

63. The Human Resource Management Office shall have the following funclions and
responsibilities:

$31. Disseminate coples of the Bureau of Comections Merit Selection Plan
(MSP) and its annexes 1o all employees of the agency after approval
thereot by the Civil Service Commission, An onentation shall also be
conducted by the Human Resource Management Office within six (B)
months upon approval of the MSP, This orieniation is meanl 1o ensure
awareness and understanding of the Plan. A report on the same shall
be submitted to the Cail Service Commission Fleld Office concemed
for record purposes;
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632 Develop a System of Ranking Posiion which will ba submitted for
approval of the appointing authority, copy fumished the Civil Service
Commission and s Field Offica concerned, for reference purposas;

6.3.3. Idenlify vacant positions that may be enrolled in the Brightest for the
Bureaucracy Program (BBP);

6.3.4, Develop a plan which shall set forth the number, knowledge end skils
of employees needed to achieve the crganizations goals, objectives
and programa;

63,5, Develop and maintain an updated qualifications database of employees
of sgency 1o inchde education, training, experence, skills,
compatencias and other similar information,

636, Davelop a program o fast track the career movemant of employees
with supenor qualifications;

637, Vacamt positions i the career service, Including vacant
oxscutive/managerial pesitions in the second and third level positions
that are authorized 1o be filled, togather with their comasponding
qualification standards and planti¥a item numbers, shal be publshed
and postad in firee (3) conspicuous places for a period of at least ten
(10) calendar days.

638 BuCor shall submit a st of their vacant positions suthorized 1o be filed
and thelr corresponding qualification standards and plantWa item
numbers (CS Forn No. 9, Revised 2018) in elctronic and printed
copies to the Cwil Service Commission Field Office (CSC FO)
concemed, The printed copy shall be posted by the CSC FO Iin its
bulletn board. The eloctronic copy shall be forwarded to the Civil
Service Commission Regional Office (CSC RO) concermed which shall
publish the same in the CSC Bullatin of Vacant Positions in the
Govemment in the CSC Webste.

Vacant positions which are not flled within nine (%) months should be
re-published and re-posted.

6.3.9. Conduct prefiminary evaluation of the qualification of all candidates,
Those initially found qualified shall undergo furthar assessment such
a5 written examination, skill test, interviow and others;

6.3.10. Conduct background investijation of the applicants;

6.3.11. Nolify all applicants of the outcome of the preliminary evaluaticn; and

6.3.12. Submit selection Ine-up 10 the HRMFSB for deliberation en banc.

6.4. The employsesiapplicarts shall ba responeible for updating their Personal Data
Sheel annually, if deemed necessary, and submit letier of intent with supporting
documents thereto to the HRM Office,

6.5. The Human Rescurce Mert, Promation and Selaction Beard for first, second

and second level executve/managerial position shall have the following
funclions and responsibiities:
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8.61. Adopt a formal screening procedure and formulate criteria for the
avaluaton of candidates for  appolniment, taking info consideration the
following:

6.5.1,1. Reasonable and valid standards and methods of evalualing
the competence and qualificatons of all applicants
compating for 8 particular position,

65.1.2. Criteria for evaluation of qualificatons of applicants for
appointment must suit the job requrements of the position,

€.6.2. Dissemingie screening procedures and criteria for sedaction to all
agency officlals and employess and interested applicanis. Any
moedification of the procedures and criteria for selection shall likewise
be properly disseminated:

6.52.1. Prepam a systemabic assessment of the competence and
qualfications of candidates for appointment. Mainiain
faimess and impartiaiity in the assessment of candidates.
Towards the end, the HRMPSB may employ the assistance
of external or independent resources parson and may iniliate
nnovative schemes I deleminng the best and most
qualified candidate,

6.5.22. Evsluate and deliberate an banc the qualifications of those
Isted in the selection Inewp,

8.5,2.3. Submi the list of canddates for appointment from which the
appointing authority shall choose tho applicant to be
appointed. The list of candidates submitted should specify
the top five or as appropriate number of ranking candidates
whose over-all point scoras are comparatively at par based
on the comparative assessment,

865.24. Mainain records of the delbamtion which must be made
accassible to interested parties upon writlen request and for
inspection and audit by the CSC; and

6.5.25. Orent the officlals and employees in the agency penaining
to policies redative to human rescurce actions, including the
gendar snd the developmen! dimensions of the Merit
Selection Plan.

8.6, The Appointing Authonty shall have the following functions and regponsibilities:

B8.6.1. Establish a Human Rescurce Mert, Promotion and Selection Board
and see 10 it that all HRMPSB members undergo onentabon and
workshop on the selectionipromation process and CSC policies on
appointments. The agency head shall, as far as practicable, ensure
equal cpportunity for men and women 1o be represanted in the
HRMPSS for all lavels of positions;

6.5.2 Assess the merts of the HRMPSB's screening of candidates foc

appointment and in the exercise of sound discretion, select, in so far
as practicable, from amcng the following:

o N em




[Furasu of Comortons Wanasl

66.21. Top five or as appropriate number of ranking applicants
deemed most quaified (o the vacant postion;

6.6.2.2. Applicants who have uncergone deep selection and ‘ound
1o possess superior gualiications and competence, and

66,23 Pool of Brightast for the Bureaucracy Progrem (BES).

6.63. Issue appointments in accordance with the provisions of the agency
Merit Sefection Plan,

6.7. Protest and Revocation of Appointments — A qualified next-In-rank employee
andlor any sggrieved party who is not considernd for promation may file a
protest pursuant to Rule 18 of CSC Resolution No, 1701077 dated July 3, 2017
{Rules of Administrative Cases in the Civil Service or 2017 RACCS).

6.8. Amandment - The CSC aspproved Mot snd Selection Plan shall be subject to
subsequent amendment depending upon the evaluation of the CSC or the
emerging neads of the BuCcr.

Section7. Performance Evaluation System™. Tha parformance evaluation system shall be
guided by the following provisions:

7.1, There shall be established a performance evaliation system which shall be
administered in accordance with the rules, regulations and standards, and
code of conduct for the parsonnel of tha BuCaor to be promuigated by the BuCor
through the DOJ. Such performance evakiaton system shall be administered
in such a way as to foster the improvement of the individual efficlency and
behavioral disciphine, as well as the promotion of organizational effectiveness
and commitment to pubiic service.

7.2 The rating system as contemplated nerein shal be based on standards
prescrived by the BuCor through the DOJ and shall be considered the result of
the annual peychiatric/psychological ard physical test conducied on the
parsonnel of BuCor.

Section8. Program on Awards and Incentives for Service Excellence (PRAISE)™. The
BuCor shall establish s own pelicies and procedures govemning the implemantation
of heentives and Awards system desgned to promols morale and efficienay In the

corrections service.
8.1, Basic Policies
61.1.  The BuCor shall establish M5 own employee suggestions and
incantive awards systom.

8.1.2. The Systam shall be designed % encourage creasvity,
Innovativeness, efliciency, ntegrity and productivty n the publc
service by recognizing and rewarding uniformed and non-uniformed
amployees, govemment officials or institutions and  private
individuals or organizations, indnidually or in groups, for thes
suggesticns, inventions, superior accomplishments and other
personad efforts which contribute to the efficiency, economy, or other

" Sec 18 of RA 10575 [2013)
M CSE Approved BuCor PRAISE 2023
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improvement in government operations, or for othar extmordinary
acts or services In the public interest.

The BuCor PRAISE shall adhere to the principle of providing
incenlives and awards basad on pedformance, innovalve Kdeas and
exemplary behavior and to commit to the following general policies
and guidelines cn Equal Opportunity Principles (EOP).

8.1.3.1. There shall be no discrimination based on gender denlity,
sexusl orenlation, disabilities, religion andfor indigenous
group membership in the implementation of the rewards
and incantive program and nomination o awards and/or
commendations.

8132 Promote the use of Gender-Sensitive Language In the
implementation of the program.

8.1.33. Promote the use of nor-sexist language in all official
documents, communications, mnutes and issuances.

The BuCor PRAISE shaldl give emphasa on the limeliness of giving
award ar recognition. Aside from conferment of awards during the
traditional or planned awarding ceremonios, the spirt of an-the-spot
grant of recognition shall be instilutionalized,

The BuCor PRAISE shall provide both monedary and non-monaiany
awards and incentives 1o recognize acknowladge and reward
productive, creative, innovative and ethical behavior of uniformed
and non-uniformed employees through formal and informal mode.

For tis purpose, the BuCor PRAISE shall encourage the grant of
non-monatary awards. Monetary awards shall be grantad only when
the suggestions, inventions, superor accomplishments and oher
personal efforts result in monetary savings which shall not exceed
20% of the savings generated,

At loast 5% of the HRD Funds shall be aliocated for the BuCor
PRAISE and incerporated in the Bureau of Corrections’ Annual Work
and Financial Plan and Budget subject lo the budgeting and audiing
rules and reguiatons promuigated by the Department of Budget and
Management and Cormmission on Audit.

The BuCor PRAISE shall be institutionalized through the creation of
a PRAISE Committee in the Bureau of Corrections.

The PRAISE Committees shall preferably have the following
compositions of National Headguasdters and Operating Prison and
Penal Farms shall preferably have the following compesitions:

B.1.8.1. Deputy Dwector Gensral for Administration as
Chairparson,

8.1.82. Deputy Director General for Security and Operations as
Vica Chairpersen,

N




8.1.10.

8.1.11.

8,112,

81,13,

8.1.14,

8.1.15.

8.1.83. Drectors of all BuCor Directorates;

8.1.864, Commissionad Officer represantative based on senioily
Lineal List;

8.1.85 NonCommissioned Officer represeniative based on
Sanior Lineal List;

8.1.85. Seconddevel Non-Uniformed Personnel represenative as
endorsed by the BuCor Emgloyees Association
(BUCoREA) for the duration of incumbancy;

8.1.8.7. Frstdevel Non-Uniformed Personnel representative as
ondorsed by the BuCor Employees Assocation
(BuCoREA) for the duration of incumbency; and

8,188 Human Resource Divigion's Employse Morale and
Welfare Secticn as Secretanal.

The Dwector General or hisher duy authorized representatve shall
be responsible in overseeing the PRAISE Commitice's operation
and tha Human Resourca Division's Employes Morale and Walfara
Section shall serve as the PRAISE Committee's Secrataniat.

The PRAISE Committee shall ensurs that productivity, Innovative
Kieas, suggestions and exemplary behavior can be |dentified,
considered, managed and Implemenad on a continuing basis o
cover uniformed and non-uniformed employees at all levels,

The PRAISE Commitiee shall be responsile for the development,
administration, monitoring and evaluation of the awards and
Incentives system of the agency, Tho Bureau of Comractions may,
however, employ an external or independent bady to assist the
PRAISE Commitiee to judiciously and objectively mplement the
system of incentives and awards.

The PRAISE Commitiee shall establish s own intemal procedures
and sirategies. Membership in the Commiltee shall be considersd
part of the members' reqular duties and functions.

The Bureau of Comections shall submid £ Program on Awards and
Incentives for Service Excelience (PRAISE) and #s subseguent
amandments to the Civil Servica Commission Field Offica. The Cavl
Service Commission Field Office concemed shall provide technical
assistance, If deemed necessary, 1 ensure proper implementation,

Establishment of a CSC-approved PRAISE shall be the basis of the
grant of awards and incentives. The Annual PRAISE Regport shall be
submittec by the agency o the Civil Service Commission Field Office
concamed on or befora the thirtieth day of January to enable all their
uniformed and nen-unformed employees to qualify for nomination 1o
tha CSC sponsored naticnal awards,

Issues relative 1o awards and incentivas shall be brought before the
PRAISE Committes which shall address the same within fifteen (15)
days from the date of submission.

“
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82. Types of Awards

8.21. Naticnal Awards - The Buraau of Comrections shall partcipate in the
search for desenving uniformed and non-uniformed employees who
may be included in the screening of candidates for awards given by
other agencies, private entities, NGOs and other award giving
bodies such as the:

8211,

8212

8213.

8214,

822 Department or Agency Levels Awards

8221,

8222

8223

Presidential or Lingkod Bayan Award - conferred 1o an
Individual for consistent, dedicated performance
exempifying the best in any profession of CCCUPAtON
resulting In the successful implementation of an dea or
performance, which is of significant effect to the public or
principally affects national interest, security and
patimeny.

Outstanding Puthic Officiall Employee or Dangalng Bayan
Award - granled lo any public official or amployee in
government who has demonstrated exemplary senice
and conduct on the basis of hisher or her observance of
one or mere of the eight (8) norms of behavior described
under Republc Act No. 6713 or the Code of Conduct and
the Efical Standards for Government Officials and

Employees.

Civil Service Commission or the PAGASA Award -
conferred to an indvidual or group comprised of five (5)
members for outstanding contributionss resulting from an
idea or parformancs that directly benefit more than one (1)
depantment of the governmeant.

Other Awards - given by cther govemment agences,
private mstitutions or NGOs to an individual or team for
conributions of an Idea or performance that directly
banafitad the govemmant.

Best Employee Award - granted to an individual of
individuals who excelled among peers in a functional
group, position or profession. A cash award of not less
than the amount provided under relevant existing laws
shal be glven to outstanding uniformed and
non-unformed employees pls a cartificate of recognition
or other forms of incerkives 8s the committee may decide,
e.g. Beet Commissioned Officer, Best Non-
Commissioned OMcer, Best Non-Uniformed Personnel
and other simiar awards.

Gantimpala Agad Award - given outright to uniformed and
non-uniformed employces commended by clanls far their
courtesy, prompiness, effclency and dedicated to duty.

Exemplary Bahavior Award - based on the eight norms of
conduct as provided unger RA 6713 (Code of Conduct
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and Ethical Standaras). The awardee will be automatically
nominated by the PRAISE Committes to the Dangal ng

Bayan Award.

8224 Besl Organizational Unit Award - granted 10 the top
organizatonal unit which may be a section, division or
office/unit on the basis of meefng the organzation’s
parformance 1argets and other pra.detamined critora,

8225 Cost Economy Measure Award - granted to a unifarmed of
non-uniformed employee or leam whase contributions such as
ideas, suggestions, inventions, discoveries or performance of
functions results In savings in term of man hour and cost or
otherwise benefit the Bursau and government as a whole, The
monetary award shall not exceed 20% of the menetary savings
generated from the contribution,

8226, Servioe Award - conferred on retirees whether under oplional
or compulsory retiremant schemas providad the retiree is not
imposed a penalty or suspension during the period of the grant
held during a fiting ceremony on or before tha date of their
retrement.

8227 Such other awards which the Bureau of Comecticns may
decide to give.

823. Honor Awards

£8.23.1. Medalys ng Kagitingan (SuCor Medal of Valor) - awarded to
BuCor personnel who has pedormed in action, a deed of
personal bravary and sell-sacrifice above and beyond the call
of duty se canspicuous as to distinguish himself cleary above
hisher comrades In the performance of mare than ordinary
hazardous service, This award may be given only if the enemy
force is so overwhelming as compared to govemment troops.
it shall be awarded by the President of the Republic of the
Philippines 1o any uniformed personnel of the Bureau. The
Medalya ng Kagitingan is accompanied by the following
mnm Php50,000 cash and parade honors.

8232 Medalya ng Kabayanihan (BuCor Dislinguished Conduct
Medal) - awarded to BuCor personnel for acts of conspicuous
courage and galantry In the face of an armed aggressor or act
of nemism so nolable and involving a nsk of iife so
extraordinary as to sel himMer spart from his'her comrades. it
shall be awarded by the Secretary of Justice fo any uniformed
personnol of the Bureau. The Medalya ng Kabayanihan is
accompanied by Php30,000.00 cash incentive.

8223. Medalya ng Xalapatan sa Pagllingkod (BuCor Distinguished
Sarvice Medal) - awarded by the Secrelary of Justice to any
member of the Bureau for maritorious and invaluable services
while occupying a position of major responsibility. The
performance of duty must be such as fo merit exceptional
recognition in the BuCar service. The accomplshment of duty
should have been compieted prior to submission of
recommandation s transferred prior to its completion, the

@ 4

— e




BUREAU OF CORRECTIONS MANUAL

accomplishment must be progressive ond rated as an
excapion or significant, BuCor personnal who have served as
Director Generad, Deputy Director General for Administration,
Deputy Director General for Security and Operations, Deputy
Direclor General for Reformation, Directors of Directorales,
Chief of NHQ Support Services and Superintendent Colonies
for at least one (1) year shal qualfy for the award.

8224. Medala ng Kalspangan (BuCor Bravery Medal) - awarded
for galantry in action not warmranting the award for Medalya ng
Kagitingan or Madalya ng Kabayanihan.

8225 Medalyva ng Natalanging-Gawa (BuCor Outstanding
Actieverment Medal) - awarded by the Direcior General of the
Buraau to any member of the Bureau of Corrections for
distinguished or extraordinary achievement or servica in the
advancement of science, socio-acenomic, technical and othar
related fiekds contributing 1o the enhancament of BuCor
services,

8226, Medalya ng Pambihirang Pagiingkod (BuCor Special Seevice
Medal) - awardad for eminently martodous and Invaluable
service in the field of corrections sarvice while in the position
of major responsibility. The performance of duty must be such
as 1 merit recognition by the service as exceptional.

B.227. Medalya ng Katangi-tanging Asal (BuCor Outstanding
Conduct Madal) - awarded for the herolc acts by the individual
while in action nvelving confrontation with lawless elements
in a crime siluation or life-saving situation, distinguishing
nmsell conspicucusly by gallantry and intrepkiity at the risk
of Ife above and beyond the call of duty.

8.2.28. Medalya ng Kadakilaan (BuCor Gallantry Medal) - awarded
by the Director General of the Bureau to any unformed
personnel of the Bureau of Comreclions for acts of heroism
beyond the call of duty not involing actual dealing of riot
suppression, hostage-taking negotiation and other similar
prison incidents, wherein the enemy forces are more superior
than the BuCor troops in terms of the number of combatanis
anc/or logistical capabiities.

8229 Maedala ng Kagalingan (BuCor Madal of Marit) - awarded for
nemic achievement not warantng the award of Medalya ng
Kadakilagn for a sngle act of heroism or a senes of heroic
acts In the perfarmance of duties and responsbilities.

82.2.10. Modalya ng Papur (BuCor Commendation Medal) - awarded
for demonstrating exemplary efficiency, devotion, and loyaity
to their assignments.

8.2.2.11. Medalya ng Sugatang Magiling (BuCor Wounded Parsonnel
Medal) - awarded for having been wounded in action agairst
a prisoner or lamess elements as a direct result of an act of
the prisoner of lawless elements provided such wWourds
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8.2.212

82213

8.2214.

necessitate treatment by a medical officer. For this purpose,
wound is defined as an injury to any part of the body from an
outside force, element or agen! sustained as a resull of 3
hostile act of the prisoner or cohorts,

Medalya ng Ugnaysng Pangkumunidad (BuCor Community
Relations Medal) - awarded by the Director of the Bureau

subject 1o the following guidelines:

8.2.2.12.1. Participation and initiative to render sarvica, tima
and assistance to any cutreach program involving
tha community such as medical missions, dental
mission, charily, feeding programs. mentoring
and environmental projects

822122, The award may be conferred Moty Proplo or
applied for by the parsonnel. The andorsement
must be accompanied by any of the following:

8221221, Photographs of the activities;

8221222 Aferincident reportAfter Activity
repon,

8221223  Write-up containing the
justification for the award;

8221224, Affidavit or testmanies of
witnesses;

8.2.2.1225. News clppings, publications; and

8.221226. Other analogous forms of
evidences,

Meadslya ng Mabuting Asal (BuCor Gead Conduct Medal) -
awarded by the Director General of the Bureau, subject to the

folowing guidefines:

8.22.13.1. The recipient should have rendered duty for a
continuous perod of five (5} years;

8.2.2132. Tho personnel should have not Incurred any
record of administrative action, conviction or
derogatory record  (admensstrative, civil  or
criminal ),

Note: Admonition shall not constitute a
punishment; provided that three (3) admonitions
as reflectad in the 201 Fie of the personnel shall
constiute a derogatory record.

8.2.2.13.3. The medal shal only be given once,

Medalya ng Paglilingkod (BuCor Service Medal) - swarded for
completion of at least twenty (20) years of failhful and

4
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8.2.2.15.

8.2.2.16.

8.22.17.
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honorable service, One Siver Star shall be added on the
ribbon for every additional five (5) years of sanvice provided
that the employee is nol imposed a penalty or suspension and
shows unblemished performance during the period.

Medslys ng Pegiutong sa Nasalanta (BuCor Disaster Relef
and Rehabiitation Medal) - awardad for active participation
in an undenaking involving rescuarelief and rehabiltation
operations connected with typhoons, floods, carhquakes,
conflagrations, and other disasters/calamities for any penod
during and after dsasters/calamitias,

Medalya ng Katapatan (BuCor Loyalty Medal) - awarded by
the Director General of the Bureau %o any member of the
Bureau of Corrections for notable acts of fathfulness to the
Bureau's ideals and conspicuous sacrifice of extra time and
eflort 10 advance e nierest of the Bureaw. The recipient of
the award must have no adverse report and must not have
been found guilty of an administrative or criminal offense.

Madalya ng Kasanayan (BuCor Efficlency Medal) - awarded
by the Director General of the Bureau 10 any member of he
Bureau of Comections for any of the following
accomplshments:

8.2.2171. Conduct of innovative seminars;

8.2.217.2. Membership in working commitees within e
Bureau or In other organizations (natienal in
scope);

8.2.217.3. Successful formulation and implementation of
policies not inherent 1o hisfher function or duty;

8.22174. Succassful drafting and launching of manuals;
8.2.2.17.5. Thwarting of possible escape incldents;

822176, Succassiul recapluring of fugitives sxcuding
personnal involved in the escape;

8.2.217.7. Personnel temporarily augmented to high-risk
PDL for a period of at least ona (1) month
outside the BuCor faciities;

822178, Accraddations fram other agencies for any
undertaking of the unit;

B.2.2179. Raciplent of an awasd that brought honor and
presige to the BuCor; and

8.2.2.17.10. Cther analogous accomplishmants,
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82218,

82218

82220

82221,

82222

82223

Tsapa ng Natatanging Yunit (8uCor Unit Cration Badge) -
awarded for acls and services or exceplional devotion and
fidality.

Mga Tsapa ng Kuwalipikasyon (BuCor Qualification
Badges) - awarded for aility in specialized feids such as
water, akbome, navigation, marksmanship, surveillance,
slectronics and ‘echnical experise, special weapors,
ordnance, explsives, chemical weapons, operations such
as patrol, traffic, investigation, voce centrol, jvenie
delnquency control, as well as administrative and auxiliary
functions.

BuCor's Best Medal - awarded by the Director Genersal of
the Bureau to the winners of the Annual Search for BuCor's
Bests, who wil be chosen by the Natonal PRAISE
Committee from among the most qualified corections
officers and personnel of the Bureau based on established
criteria,

Medalya ng Pangkahusayang Pang-Akademya (BuCor
Academic Excellence Medal) - awarded by the Director
Genaral of the Bureau to any uniformed personnel of the
Bueau of Corrections who has demonstrated exemplary
academic perfomance while undergoing training/schooling
in a BuCor accredited training Institulion such as, but not
Emitec to the Corrections National Training Institute. He'she
must have cblained a general average of at least 95% with
grade no lower then 90% in hisher consolidated academic
and non-academic subjects.

Ribbon ng Tagapagsanay (BuCor Training Institute Sesvice
Riboon) - awarded by the Direclor General of the Bureau to
any uniformed persornel of the Bureau of Corrections for
the faithful and dedicated service for a minimum period of
one (1) year to the Corrections National Training Institute or
any other training istituta recognzed by Bureay of
Corrections,

Ritbon ng Kahusayang Pang-Akademya (BuCor Academic
Excellanca Ribbon) - awarded by the Diractor General of the
Bureau to any uniformed personnel of the Burcau who
displayed commendable academic performance whie
undergoing traming'schoaling in a BuCor-accredited training
institution such as Corrections Nalioral Training InsStute.
Further, the personnel should have macalved any of the
following awards: Non-Academic Proficency Award,
Highest rating in Aptilude and Leadership Award.

8.3. Types of Incentives. The Bureau of Correctons shall continuously search, screan

and reward deserving uniformad and non-uniformed employoes to motivate them
10 Improve the quality of their performance and instill excellence in public service.
As such, the following types of incentives shall be regularly awarded:

8.3.1,

Luyalty Incentive - granted to a non-uniformed employes who has sarved
tha agancy continuously and satisfactorily for sl laast ten (10) years. The
recipient shall be entithed to a cash award of not less than PhpS00.00 but
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not more thap Phpl 00000 per year during the first ten years,
Succoeding swards shal be given avery five years theresfter, Besides
cash award, a lapel emblemfoyalty pin shal be given:

8.3.1.1. 10 and 15 years - Bronze
8,3.1.2. 20and 25 years - Silver
8.3.1.3. 30, 35 and 40 ywars - Gold

Other tokens such as wristwatch, fing, and others.

8.3.2, Career and Self-Development Incentive - granted in recognition of an
Individual who has satisfaclorly completed a course or degree wihin or
oulsiie the country al one's own expense with performance rating of 1
least Very Satisfactory. A plaque of recognition may be given to qualified
individuals during the Bwreau of Corrections Anniversary celebration.

8.3.3. Other Incentives which the PRAISE Committee may recommend on the
basis of specal achievements, mnovative approaches to assignments,
exemplary service to the public and recognkion by an cutside group of a
particular achievemeant.

84, Forms of Awards and Incentives

841, Flexiglacs — work arrangement allowed for qualified non-uniformed
employeals who has demonstrated responsibility, initative, and capacity
to produce outputresult and accomplishment outside the workplace
subjact to established gudelines.

84.2 “Salusab® Together — meal hosted by superiors of supervisors for
uniformed and non-uniformad employees who have made significant
contributions.

8.4.3. Perscnal Growth Opportunilies — Incentives which may be n the form of
attendance in conference on official business, membership in
professional organizations, books, journals, tapes, travel packages and
other keaming opportunites.

8.4.4.  Trophies. Plaques and Certificates
845 Monetary Awards
B46 Travel Packages

847 Other Incentives — incentives In kind which may be In the form of
merchandise, compuiers, cellular phones, recogniion poated at the Wall
of Fame, feature In agenay publication, and others.

85. Commitee -~ The BuCor PRAISE Commities at the Central Office/National
Headquariers and Operating Prisons and Penal Farms shall have the following
specific responsibilities ana composition. It shall be responsible for the
development, administration, montoring and avaluation of the awards and
incentives system of the agency. As such, the Commtiee shall meet pariodically

to perform the following tasks:
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8.5.1. Establish a systern of Incentives and awards 1o recognize and motivate
unélormed and non-uniformoed employees for their pedomance and
conduct;

B.5.2. Formulate, adopt and amend Internal rules, policies and procedures to
govermn the conduct of its activites which shall nclude the guidelines n
evaluating the nominees and the mechanism for mcognizing the
awardeas;

8.53. Determine the forms of awards and incentives 1o be granied;

8.54. Monitor implementation of approved suggestions and ideas through
feadback and reports;

8.55. Prepare plans, identify resources and propose budget for the system on
annual basis;

8.56. Dewlop, produce, distribute 8 system policy manual and odent the
uniformed and non-uniformed amployees on the same:

8.57. Document best practices, innovative ideas and success slories which will
serve as promotional matarias to sustain interest and enthuslasm;

858. Submil annual report on the awards and incentives system to the CSC
on or before the thitieth day of January;

8.59. Monitor and evaluale the Syslem's mplemenltation every year and make
essential mprovements to ensure its suitabilty to the agency; and

B.5.10. Address issues refative to awards and incantives within filteen (15) days
from the date of recaipt by the Commitee.

To implement the Syslem effectively, he PRAISE Committee members are
axpacted to possess positive attitude; be capable of implementing submitted
deas; open-minded; decisive; have high tolerance for stress or pressure; and
actively participated in all committee meeting,

The Director General or hisher duly authorized mepresentative shal be
responsible in oversesing the System's operations and the Human Resource
Division's Employoe Morale and Welfare Secfion shall serve as the System's
Secretariat.

The Bureau of Corrections may, however, employ an external or independent
body to assist the PRAISE Committes 1o judiclously ano odjectively implement
the system of incentives and awards.

The Bureau of Comections shall establish a separate PRAISE Committes in fis
National Headquartors and Operating Prisons and Penal Farms. The
compositions are as follows:

Compositon
861, National Headquaners
B.8.1.1.  Deputy Director General for Administration as Chalperson;
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B8.6.1.2.

8.6.1.3.

B6.14

B8.6.15.

B6.1.6.

86.1.7.

86.1.8.

QOperating Prisons and Penal Farms — PRAISE Committess may be
composed 10 screen and recommend eligible candidates for National
and Agency awards. Operating Prisons and Penal Fams PRAISE
Committees may likewise grant informal awards based on the CSC-

approved BuCor PRAISE:

86.21. Head of the Prson and Pensl Farm or Carrectional
Institwtion;

8622  Head of the Administrative Unk;

8.6.23. Head of the Human Resource Unit;

8624 Head of Reformation;

B6.25.  Head of Security and Operations;

8.6286. Commissioned Officar representative based on Seniority
Lineal List;

8.6.2.7. Non-Commissionad Officer representatve based on
Seniarity Lineal List;

86.28. Secondlevel Non-Uniformed Parsonnal representative as
andorsed by the BuCor Employees Asscciation (BuCoREA)
for the durstion of incumbency,

8629. Fistlevel Non-Unffiormed Personnel representative as
endorsed by the BuCor Employees Association (BuCoREA)
for the duration of incumbency. and

8.6.2.10. The Human Resource Section as Secretanat,

Deputy Director General for Securty and Operations as
Vice Chairparson;

Directors of all BuCor Directorates;

Commissioned Officar representative based on Saniority
Lineal List;

Non-Commissioned Officer representative based on
Seniority Lineal List,

Second-Lavel Non-Uniformed Personnel répresentative as
endossed by the BuCor Employees Asscciation (BuCoREA)
for the duration of incumbency:

First-Lavel Non-Uniformed Perscnnel reprosentative as
endorsed by the BuCor Employaas Asscciation (BuCoREA)
for the duration of incumbency; and

The Human Resource Division's Employee Morale and
Welfare Section as Secretarist.
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Section 8.

Section 2.

Buresu of Comections Maseal

B6.3. Funding ~ The Bureau of Comrections shal allocate at loast
5% of the HRD funds for the BuCor PRAISE and incorporate
the same in its Annual Work and Financial Plan.

Amendment. Approved PRAISE shall be subject lo subsequenl amendment
depending upon the evaluation of the CSC or the emerging needs of the BuCor,

CHAPTER 7
GRIEVANCE MACHINERY

Objectives. The BuCor Grevance Machinery seeks to promota harmony In ihe
workplace and foster the productivity of each member of the organization.
Specifically, it iMends to heb the BuCor;

11, Create a work atmosphaere conducive to good supervisor-employee relations
and improvad employes morale;

1.2, Settle grievances at he lowest possidle kavel In the organization;

1.3, Pravent discontent and disenchantment between and among the uniformed
and non-uniformed persannel; and

14, Serve as a catalyst for the development of capablities of personnel on conflict
management and dispute setlement, especially among supervisors In the
agaency,

Basic Policles. A grievance shall be resalved expedifiously at alf tmes at the lowest
leval possible in the BuCor. However, if the grievance is not settied at the lowest
level possible, an aggrieved pary shall present hisher grievance through the
appropriata channele o levels of the BuCor hierarchy,

2.1. The aggrieved party shall be assured freedom from coercion discrimination
reprisal and biased action on the grievance.

22 The Director Ganeral, BuCor shall ensure equal oppariunity for all employees
to be represented in the Grievance Committee. There shall be no
discrmination n the appoirtment of members on account of gender identity,
sexual orientation, disabilities. religion and/or indigerous group membership.

23 Gnevance proceedings shall not be bound by legal Rules and technicalities,
Even verbal grievance aired before a responsile officer must be acted upon
expeditiously. The services of a legal counsed shall not be allowed.

24, A grievance shall be presented verbally or in wrking in the first instance by
tha aggrieved party fo his’her immediate supervisor,

25, If the party being comphiined of Is the immediate supervisor, the grievance
shall be presented to the next higher supervisor.

26, Supervitors or officisls who refuss to take action an a grievance brought to
their attention shall be Eable for naglect of duty in accordance with existing
Civil Service Law, Rules and Regulations.

2.7, Agrievance may be elevated to the Civil Service Commission Regional Offica
concemed only upon submission of a Certification on the Final Action on the

Grievance (CFAG) issued by the Grievance Committea.
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Section 3.

Section 8.

28

Scope. The BuCor Grievance Machinery apples o all uniformed and non-uniformed
personnel of the Bureau of Comrections.

Application of Grievance Machinery, The following instances shall be acled upon
through tha BuCor Grievance Machinary:

4.1,

4.2,

4.3,

4.4,

45,

Exclusion. The following cases shal nol be acted upon through the BuCor
Grievance Machinery:

5.1.

52
53.

Grievance Procedures, The procedures for seeking redress of grievance shall be
as follows:

8.1,

62
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The BuCor Grevance Machinery shall be submitted o the Chvil Service
Commission Regional Office concemed for approval. Subsaquent
amendments shall be subjact to CSC approval and shall take effect
immedately,

Non-implementation of policies, and procedures on economic and financial
issues and other terms and conditions of employment fixed by law, Including
salanes, incentives, working hours, leave benefits such as delay In the
processing of overtime pay, unreasonable withholding of salades and inaction
on application for leave,

Nondmplemeniation of policies, practices and procedures which aFfect
employees from recrultment to promotion, detall, transfer, retirement,
termination, lay-offs, and other relaled Issues that affect them such as failure
to ohserve selection process In appointment:

Inadequate physical working conditions such as, but not lmited lo, the lack of
proper ventilation In the workplace, and Insufficent facillles and equipment
necessary for the safety and prolection of employees whosae nature and place
of work are classifiad as high risk or hazardous:

Poor interpersonal relationships and inkages such as unreasonable refusal
to give official informaton by one employee o ancther, and

All other matters giving rise to employee dissatisfaction and discontentment
outside of these cases enumarated above.

Disciplinary cases which shall be msolved under the 2017 Rules on
Administrative Cases in the Civil Service,

Sexual harnssment cases as provikled for in RA 7877, and
Union<elated Issues and concems.

Discussion with Immediate Supervisor. Al the first instance, a grevance shall
be presented verbally or in writing by the aggrieved party 1o his/her Immediate
supervisor,

The Supervisor shall Inform verpally or in writing the aggrieved party of the

comesponding action within three (3) werking days from the date of
presentation;
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8.3. Providad, however, that where e cbact of the grievance is the immediate
suparvisor, the aggriaved party may bring the grievance to the next higher
supervisor,

6.4. Appeal to the Higher Supervisor. If the aggnaved party or the respondent Is
not satisfied with the immediate Supervisors decision, he/she may submit
{he griavance in writing within five (5) days to the next higher suparvisor who
e:dnnduhwmdocisionwimm (5) working days from receipt of the
grievance;

65, Appedl to the Grievance Commities. The grievance may be slevated o the
Grievance Carmmittee within five (5) working days from the receipt of the
dedision If the aggrieved party or the respondent is not satisfied with the sald
dedision of the Higher Supervisor, The Grievance Committes may conduct
an investigation and hearing within ten (10) working days from roceipt of the
grievance and render & decision within five [5) working days afler the
invastigation. Provided, however, that where the abject of the grievance is
the Grevance Commitlee, the aggreved party may submit the grievance o
the Top Management,

66. Appeal o the Top Manogement. If the aggrieved party s not salisfied with
the dacison of the Grievance Committes, he!/ she may elovate hisfher
grievance within five (5) working days from raceipt of the decision through
the Cormmittee to the Top Management who shall make ®i¢ decision within
len (10) working days after the receipt of the grievance. Provided, however,
that where the object of the grievance Is the Top Managemenl, the
aggrieved party may bring hisher grievance diractly to the Civil Service
Commission Regional Office; and

6.7. Appeal to the Civil Service Commission Reglonal Office. If the aggrieved
party is not satisfied with the decision of the Top Management, he/she may
appeal or alevate his/her grievance to the Civil Sarvica Commission
Regional Office concerned within fiteen (15) working days from receipt of
such decision. Together with the appeal, the aggrieved party shall submit a
Certification on the Final Acticn on the Grevance (CFAG) which shall
contain, among others, the following information; his/hertery and final action
taken by the agercy on the grievance The Civil Service Commission
Regonal Office shall Rule on the appsal in accordance with existing Civil
Service Law, Rules and Regulatons.

Section 7. Composition of the Grievance Committes. Only personnel holdng permanent
appointments shall be elecied or designated as members of the BuCor Griovance
Cammitiee. In the appointment or election of the Committee members. their
integrity, probity, sincerty, and credibdity shall be considered. Membership in the
Cormmitiee shall be considered part of the member's regular duties.

The Bureaw of Corrections shall establish separate Grievance Commilless in s

National Headquarters and Opersting Prisons and Penal Farms. The comgostions
are as follows:

7.1, National Headquariers

7.1.1.  The Direciorate for Administration which is responsible for Human
Resource Managament (HRM) shall act as Chairperson;
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Section 8.

7.1.2.

7.1.3,

7.1.4,

7.1.5,

7.2, Operating Prisons and Penal Famms

T2,
722

7.2.3,

7.24.

725,

Functions and Responsibilities of the Grievance Committee. In addtion o
finding the best way to address specific grievance, the Commitiee shall have the
following functions and responsibilities:

8.1 Estabish intemal procedures and strategies;

8.2, Develop and implement pro-active measuras or adiviies to prever
grievances, such as an employee assemtly which shall be conductod &
least once every gquarier, “talakayan”, counseling and other HRD
interventions. Minutes of the proceedings of these activiies shall be
documented for sudit purpases,

BUREAU OF CORRECTIONS MANUAL

Two (2) members coming from the Directordal Sta®f or officers
holding equivalent positions, by such officors from among
themselves;

Two (2) membars from the rank and file, as well as their designated
alternates, who shall be chosen through a general assembly or any
other mode of selaction to be conductad for the purposa —one (1)
from the frst level and another from the second level. The first level
reprasaniative shall participate in the resolution of grievances of
first level employees while the second level representative shall
participate in the resolution of grevances of second level
amployee. Both shall sarve on the Committea for & temm of two (2)
years. Provided, that in case a Non-Uniformed Personnel (NUP) is
nvolved n he grievanca, one (1) representative from the NUP
sheall be chosen to participate in its resolution;

The Bilis Aksyon Partnar (BAP) duly designatod; and
HRD a8 secretarial,

The Chief. Administrative Office shall act as Chairperson;

Two (2) members coming from the Division Chisfs, by such officers
from among themseives;

Two (2) members from the rank and file, as well as their designated
alternates, who shall be chosan through a general assembly or any
othar mode of selection to be conducted for the purpose —ane (1)
from the first leved and anocther from the sacond level, The first level
representative shall participate n the resolution of grievances of
firs! level employees while the second level mpresentative shall
paricipate in the resolution of grevances of second level
employee. Both shall serve on e Committee for a term of two (2]
years. Provided, that in case & Non-Uniformed Personnel (NUP) is
involved in the grievancs, one (1) representative from the NUP
shall be chosen to participats in its resolution;

The Biis Aksyon Partner (BAP) duly cesignated; and

HR unit of the OPPF as secratarial.

!
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B.3. Undertake continuing information drive on Grevance Machinery among
officials and employees in colaboration with the Human Resource Division:

B.4. Conduct dislogue between and among the parties involved,

8.5. Undertake investigaton and hearing(s) within ten {10) working days from
receipt of the grievance ard render a decision within fve (5) working days
afior the investigation;

8.5 D¥ec the dooumeniation of the grevance including the preparafion and
signing of writlen agreemonts reached by the partiee involved;

8.7. lssue Certification on the Final Action on the Grievance (CFAG) which shall
contain, among other things, the history and final action taken by the Agency
on the grievance; and

88. Submit a quanerly report of its accornplishments and status of unresolved
grevances to the Civil Senvice Commission Regional Office concemed.

Section9. Amendment. The CSC approved Grevance Machinery shall be subject to
subsequent amendment depending upon the evaluation of the CSC or the emerging
neads of the BuCor

CHAPTER 8
BUCOR ADMINISTRATIVE CASES

Section 1.  Administering Office. The Intemal Affairs Service (JAS) and the Legal Service are
separate and distinct, both shall be treated dfferently. IAS has the sole authority over
all agministrative Gases brought against all BuCor personnel either mohy propno or
through a valid complaint, serving as the disciplining arm of the BuCor, established
directly under the Office of the Director General (ODG) fo ensure public
accountability and utmost discipline in the corrections service.

The dispensation of the adminstrative case in the BuCor in the most economical,
expediious means, and most responsive to the needs of all stakeholders, and
sufficient to protect public sanvice It shall also irsure uniformity in adjudication of
administrative complaints aganst eming personnel

The investigation, prosecution, and adjudication of the administrative cases before
the disciplining authorities shall be summary and inquisitorial in nature and shall not
nacassanly adnem o the tecnical rules of procedurs obsered in judical
proceedings and the pertinent provisions of tha Civil Service laws, rnies and
regulations, the Revised Rufes of Court and jurisprudence decided by the Supreme
Court, unless specifically adopiad, shall be applied suppietorily.

Section2.  OPPF IAS. The astablishmant of Operating Prisons and Panal Farms-AS (OSPF-
IAS) and the adaptation of uniform procedures in the National Headguarters (NHQ)
and all OPPF are Indispensable for the effective and speedy disposition of all
discipinary and nen-discplinary administrative cases,

Section3. Procedural Guidelines. The followirg are essential guidelnes In handling
administrative cases:

3.1. Case evaluation of complaints or investigation repocts, of motu propnio

evaluation of cases for furher investigation, dropping, or termination of the
case;

o & @
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3.2

33,

34.

3.5,

Issues Notice or Show Caause Order, for the respondent's formal response,
whereby copias of he complaint and investigalion reporis are attached for
reference;

The Case Evaluator shall eubmit a Resolution with 2 recormmmendation, cither
for the dismissal of the case or for the issuance of a Formal Charge, upan
esiablishment of a prima facie case.

The Resoltion with recommenrdation for dismissal of the case shall be
forwarded with the complete case folder © the Chief, BuCor IAS for proper
disposition and shall be refumed to the respective OPPF-IAS for appropriate
actien; and

The Resolution with recommendation for issuance of Formal Charge shall be
submitted for signature and approval by the Director General through Chiet,
BuCor |AS and the same shall be retumed o the respective OFFF-IAS for
appropriate action.

Election Of Formal Investigation. The following are essential gusdelines in the
election of Formal Investigation:

4.1,

4.2,

43,

A Hoaring Committea (HC) shall bo created n each OPPF by the respectve
Superintendent, n reference %o Memorandum Circudar No. 31 series of 2017,
or the Creation of |AS;

The HC shall be assisted by personnel from BuConOPPF-IAS as Commitiee
Secretariat and Stenograpgher; and

I the respondent o elects, the HC shall review the subject's case folder and
conduct the required Formal lhvestigation; the mere submission of a Position
Paper by both parties (s sufficient to deckia a case.

Declsion. The following are essential guidelines in processing Dedsion for
acdministrative cases:

5.1,

5.2.

5.3.

54,

After subrmission of the respondent's last pleading to the Formal Charge, a
Decsion/Resolution shall be drafted by the HC and submitted to tha Chief,
OPPF-IAS for mtial review:

Reviewsd draft Decision/Resolution of tha HC shall be then transmifted 1o
Chief, BuCor IAS for final review prior 10 the Direcior General
approval/disapproval;

Within fifteen (15) days upon receipt of the Decision by the respondent, a
Motion for Reconsideration (MR) may be filed to the Director General through
the Chief, BuCor IAS; and

Within fifteen (15) days upon receipt of the denial of the MR, the respondent
may fle an appeal before the Secretary of the Depanment of Justice, copy
fumished BuCor IAS,

— 000
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BOOK I
SECURITY AND OPERATIONS

CHAPTER 1
ADMISSION AND CONFINEMENT OF PDL

Section1. Reception and Diagnostic Center (RDC). Every newly committed POL shall be
mandatorily housed at the RDC for not more than sixty (60) days, comprising of a 5-
day quarantine period and a 55<lay orentation, dlagnostic evaluation, and Initial
seourty classification, after which, ha/she shall be transforred to hisher assignod
corections faciity based on the approved resalution of e RDC Indtial Classification
Board.

Section 2,  Facility, The RDC shall be a separate fachily csted outside of the security camps
(e.g. Maximum, Medium and Minimum).

Section 3. Admission Process. The RDC In each regional OPPF, shall receive & POL from
any competent authonty upon preseniation of the orignal and/or certifed true coples
of he following documents:

3.1. Mttimus or Commitment Crder (must bear tha dry seal of the court and the
signatura of tha judge), or Recormmitment Order;

3.2,  Information ard Court decision in the case,

33 Certificata of Detention, if any;

34, Cerification of on AppealNon-Agpeal and No Pending Case;
36, Provincial Form 35/Jail Booking Sheet with Mug Shots;

36. Detanee’s Manifestation;

3.7. Certficate of GCTATASTMWSTAL,

38  Pregnancy Test (famale offenders);

39  Medcal Cerificate and Medical Records;,

3,10, Chest X-ray rasult;

3.11. Drug Dependency Examination Certificate/Result, as required h the case
decision; and

3.12. Other related documents that may be required prior to the admission,

Any deficiency or lacking in the aforementloned requiraments shall be a sufficient
ground for RDC to refuse or deny admission

Section4.  Female PDL. A female PDL shall be recelved only at the Comrectional Institution for
Women (CIW).

Section5.  Confinement of Convicted Children in Agricultural Camps and Other Training
Facilities. Child in Conflict with the Law (CICL) shall be committed aractly to
agricultural camps. Hs operation shall be supervised and controlled by BuCor in
coordination with DSWD and other stakeholders.

@
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Section 6.

Section 7.

SURCAL OF CORRECTIONS MANJAL

Body Search of POL and Personal Belongings. Upon admission, the PDL shall
be searched thoroughly. He/she shall be allowed to possess such aricles as
authorized. A list of all aricles aken rom the PDL shall be entered in the PDL's
record and recepted by the Officer-in-Charge thereof,

8.1

62

6.3

6.4

6.5

6.6.

Personal bedongings/efects of PDL - The PDL, subject to the approval of
the Superintendant, may bring tems deemed essentia to hisher well-being.
Provided that, e gquantity, nature, and dimension thereof shall not interfere
with the safety, security and living conditons of the PDL and others.

Wearing of jewelry — A PDL may not wear jewely items. He/She may,
however allowed 1o wear an nexpensiva'cheap watch.

Money — A POL shall be asked to declare any amount of money In hs/her
possession. He/She shall be apprised that the same shall be relinquished
to the camp Trust Fund Officer and subjectad to the existing policies. Any
money undedlared and found n the possession of the PDL shall be lreated
as contraband and confiscated accordingly.

Medicines — Any medicihe brougnt in by POL shall be turned over o the
Infrmaryhospital. The medical officer on duty shall decide on ks proper
dispensation.

Confiscation of Contraband - Narcctice and all other prohibited drugs or
subslances, the possassion and/cr use of which are punishable by laws, al
types of weapons, substances or chemicsls that may cause injury to persons,
and tems or artcles which a PDL are not alowed 1o possess under
comractions rules or the law in gensral are deemed as confraband Hems and
shall be confiscated accordingly withoul prejudice 10 any crimingl prosecution
against the POL, where applicable.

Any ibems that are not allowed inside the security camp in the possession of
the newly transferred POL shall be confiscated and safekept subject for retum
to the immediate family within the period of six months otherwise will be
forfelted in favor of the government or o be disposed of accordingly.

Receiving. Upon admission. the POL shall be registered by the Recsiving Offcer
and processed accordingly:

71

7.2

Registration Logbook — all committed POL shall be officialy recorded and
must contain the basic antries, to wit

7.1.1. Name of FOL;

7.1.2. Jall of ongin;

7.1.3. Date and hour of admission;

7.1.4. Name of escon, contac! number, emall address (If any); and
7.1.5. Name of recaiving officer.

Issuance of Certficate of Appearance to tha Committing Officer — The
Jall/Polca/Commating personnel shall be issued an appropriate Certificate of
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1.3

1.4,
1.5,

76.

7.7.

Appearance by the Overseer office, without delay and whether the purpose
of tha appearance is complete or othamwise, upon preseniation of preper
identification credentials and a mission order/directive.

Taking of fingerprints for the Registration Form, Criminal Fingerprint Chart,
and Registration Sheet Form shall be conducied by the ldensfication Unit
simulanaously with the taking of mug shote and photographs for the Carpeta
conducted by Photography Unit. The original copy of the documents
comprising the Carpeta shall be forwarded fo the PDL Documents Processing
Division (PDPD), duplicate orginalicartfied irue copy of the documents
comprising the Carmpeta shall be foewarded to the respective PDL Documents
Processing Seclions (POPS) and Overseer Sections of carrections fadlity.

POL Number - & newly- committed PDL shall be duly assigned a POL number.

Issuance of POL provisions - A PDL shall be initally issued with the following
personal supplies:

Toothbrush;
Toothpeste,
Pair of Sippers;
Briefs/Panties,

7.51.
7.52.
7.53.
7.54.
7.55. Brassioms;
7.56. Prescribad Unform,
757, Shont Pants,
7.58. Joggng Pants;
Bath Soap:

7.5.10. Laundry Soap;

7.5.11. Shoes;

759,

7.5.12. Bath Towel,

7.5.13. Mosquita Net;

7.5.14, Mat;

7.5.15. Blanket;

7.5.16. Pilow with Pilowcase; and
7.517. PDL hardbook.

A male PDL shall undargo the regutation haircul and his bearddmustacha
must be shaved off.

Haipieces or wigs may be worm when recommended by the medical officer

of the BuCor and approvad by the Suparintandent.




Section 8,

Section 9.

Section 10.

Section 1.
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7.8,  An Admission Slip shall be given to the Secunty and Housing Unit (SHU)
and Kitchen and Mess Hall Unit which shall indicate where the PDL will be

quarantined.

Quarantine, The PDL shall be placed in a regular Quarantne Cell for at leas! five
(5) days for medical observation, during which:

8.1. A MedicalPsychiatric exsmination shall be given lo determing any
handicap, physical or mental liiness. A PDL found to ba suffering from any
communicable disease, mental or other severe ilnessies shall be
Immediately confined in the Corrections Hospilalinfirmery; and

82 An Interview of tha PDL by the Overseer Section shall be made o gather
datafinformation 1o complete the Registration Forrmn and ars 10 be provided to
all Diagnostic Sections. The PDL shall list down the names of hisher relatives
or authorized visitors to be recordad in hisher Visitor's Registraton Form. In
case of iliteralehandicapped PDL, ha/she shall be asssted by the Overseer
Officar to fill in e necassary information. After complation, the PDL Record
Jacket (PRJ) shall be forwarded o kenlification Section (1D) for verficatien.

Assignment of PDL, After the quarantine period, the POL shall be transferred to a
regular cell as assigned by the Overseer. Duwing the stay at RDC, the PDL shall
undergo the mandsiory odentation, diagnostics, and classification for the noxt fifty-
five (55) days.

Mandatory Orientation. The POL shall be orented on corrections facilily’s rules and
regulations, PDL rights and privileges, diagnostics procedures, PDL reformation
programs, health services, Time Allowances and PDL Grievance Machinery.

CHAPTER 2
PDL DIAGNOSTICS

Diagnostics, The PDL shall underge procedures to be facilitated dy the difaront
Diagnostics Assessment. The results of said axaminations shall be the basis for the
PDL's recommended reformation programs,

1.1.  Medical Assassment — The POL shall underge complete physicat and mental
examination to determire the medical hislory and presen overall physical
and montal fitness. This will also determing the PDL's immediade madical
needs and serve as a reference in providing immediate medical interventions,

1.2, Sociology Assessment — The POL shall undergo inerview regarding hisfer
social background and societal role to faciltate his/her welfars neods,

13, Psyctology Assessment — The PDL shall undergo Psychological Case
History Interview, and battery of standardized psychological fests consistng
of Mental Abdity, Personality and Aptitude,

1.4. Educstional Assessment - The PDL shall be assessed as 1o his/her
educational background and recommend appropriate educational progam as

necessary,

N




Section 2.

Section 1.
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1.5. Vocational Skills Assessment — The PDL shall be assassed as to his/her
skills, training, and previous amploymant records.

Case Coordination. The Case Coordination Section shall be incharge with the
getherng of diagnoslic reports, conduct of  comprehensive assessment and
cvaluation on PDL for the completion of CMR for submission 10 the RDC Qverseer
and PDPS,

Program Monitoring and Assessment. The Program Monitoring and Assessment
Secton shall monitor the PDL's participation 1o the recommended reformation
programs within six (6) months after being transferred, afier which evaluate and
submil recemmandation to the Chiel, RDC for proper disposition,

CHAPTER 3
CLASSIFICATION OF PDL

Classification Board. The RDC shall bo responsible for the sonduct of initial
classification of every POL admitled. A PDL shall be classfied according 1o sentence
and secunty risk.

The Board shall convene to deétermine the appropriate Individual Reformation
Programs and Security Classification of PDL, taking info consideratons the following
order of priorities:

1. Mental Health;

2. Physical capability and capaclty;

3. Educational sttainment;

4. Skills andlor talents; and

5. Prior occupation

On the other hand, a re-classification board in eech security camp shall be created,

which will be responsible In determining the eligbility of the PDL for transfer to another
sacurity camp of dowrgrading of sacunty status.

11 Initlal Classificaton Board
Chairperson - RDC Camp Commander
Vice-Cha : Deputy Camp Commander
Members - Chel, Medical Section

Chasf, Education Section

Chiaf, Vocational Skills Section

Chigf, Intefigence and Investigation Section
Colony/Camp Chief Overseer

Chief, Monitoring Section

Chiel, Psychology Section

Chief, Sociolgy Seclion

Sacretaniat : Case Coordination Section
1.2, Maximum and Medium Security Camps Classification Board
Chairperson 1 Camp Commander

Vice-Chalperson - Deputy Camp Commander




Members . Chief, Medical Section

Secrelanal ¢ Chief, Overseer Section of Securty Camp
Section 2.  Security Classification of PDL. Shal be assigned 1o any of {he following security

groups:

21,

Maximum Security — This shall include highly dangerous or high security risk
PDL who require @ high degree of control and supesvision. Under this
classification are:

2.1.1.
212

213

214

2.1.5.

2.1.6.

2.1.7.
218

2.1.9.
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Chief, Board of Discipling
Chief, Inteligonce and hvestigation Soction
Camp Reformation Coordinator

Those sentenced with Cagital Offenseas;

Those whose mirkmum sentence is abova twenty (20) years
imprisenment,

Those whose santenca s on appeal bafore the Court of Appeals or
the Supreme Court;

Those with panding cases;

Those who are considered as racdivisis, habitual delinquents and
85Capaas.

Those confined at the Recoption and Diagnostic Center,

Thosa under discipinary punishment or safekeeping;

Those who are cnminally insane or thosa with severe personalty or
smotional disorcers that make them dangercus o fellow PDL or the
BuCor Officar/Porsonnel; and

High-Risk, High-Profile, High-Risk and Migh-Profile; and Vioknt
Exiremist Offenders.

2.19.1. Hygh Risk POL - those who are considered as extremely
dangerous and require @ more stringent securty, control
and supervision due to thelr supposed capablity or
capacily to escape, be rescued or instigate acts of
viclenca Inside the correctional faciity. This includes
those who are charged and convicted of helnous crimes
as defined under RA 7669, as amended. Also included
are those who were fonmer servicamen (AFP, PNP, etc )
and those whose life is under impending Ihreat or danger.

2.19.2. Hgh Profile POL ~ thoso who require @ high degree and
sustained security because the crime they committed had
gamered inlense media coverage or sensationalized,
conlroversial, notorlous or have stirred public oulrage or
interest, and those whose socil or personality status is
considered famous or renown,

N rm
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2.2,

23.

3.1,
J.2.
33,

2183 Vident Extremist Cffenders (VEO) - those whose crimes
are based on the befefs and actions that support or use
viclance o achiove ideological, religious or political goals.
This includes terrorism and other forms of poltically
motiveted and collective violenca.

Medium Security — This shall include PDL who cannot be confined in a less
secured areas and those whose conduct or behavior require a lesser degree
of supervision. Under this classification are-

221,

222

223,

224

Those whose sentence of imprisonment is twenty (20) years and
betow,

Those who are below eighteen (18] years of age or considered as
Chlidren in  Confict with the Law (CICL), ragardiess of the case and
sentence;

Those who have two (2) or more records of escapes. They can be
classifiasd as medium security POL If they have served exght (8) years
since they were recommitted. Those with one (1) recoed of escape
must sarva five (5) years; and

First offenders sentenced % life imprisonment. They may be
classified as medium security POL If they have served five (5) years
N maximum security camp, upon recommendaton of the
Superintendant. Those who were detainad in a ety andior provincial
jail shall not be entitied to said classfication,

Mindmum Secwity - This shall include these who can be reasonably trusted
10 serve their sentence under less restricied conditions. Under Mis calegory

are:

231.

232

233

234.

2.35.

These withoutl pending case and whose convicions are not on

Those with severe physical handicaps as certified by the Medical
Officer;

Those who ana sixty-five {65) years old and above,

Those who have served one-half (1/2) of thek minimum sentence or

one-third (1/3) of thelr macamum santence, exclucing Good Conduct
Time Allowance; and

Those who have only six (6) months more 1o serve bafora the
expraton of their maxamum sentence.

Section3.  Color of Uniform. The color of the uniform of 3 PDL shall be based on hisher
security classification, as follkows:

Maximum Security — Tangerine,
Mediun Security — Blue, and
Minimum Securiy — Brown,




Saction 1.

Section 2.

Section 3,
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CHAPTER 4
CONFINEMENT AND ACCOMMODATION OF PDL

Operating Prisons and Penal Farms. Tha whala OPPF shall be under the control
and supervision of the Superiniendent. An OPPF shall, whenever possbie, have
separate camps for the segragation of PDL according to their security classification,
There shall be al least five (5) types of camps: The SuperMax (Helnous Crimes
Facility), Maximum, Medium, Minimum and RDC Camps. Administration, security
and safekeeping and reformation of each camp shall be under the supenvision of a
Camp Cammander and assisted by a Deputy Camp Commander.

Separate Places of Confinement. The initial and camp classification boards shall
Internally classify POL and be segregated, if faclities permit, according 1o crimes
committed based on the related penal codes sudh as Crime Against Persons, Crimes
Against Properties, Crimes Against Chastity, 3o on and so forth, as well as by the
order related Spacal Laws, Custom and Immigration Laws.

In addition, PDL may also be placed in a separate place of confinement with
hereunder categories:

2.1,  Hoinous Crimes Offonder {under RA 11928),

2.2, Chidren In Confiict with tha Law (CICL) (under RA 8344).
23. Hgh-Risk andior High-Profile PDL;

2.4, Persons with Physical Disabdity;

25. Senior Citzen;

25.  Those with mental liness;

2,7.  Drug Dopendonts;

2.8.  Viclent Extremist Offender;

2.39.  Those exnibiting violent behavior wno may cause Imminent
danger to the lives and limbs of Officers and other PDL; and

2.10. Vilators of rules and regulations as recommended by BOD.

Corrections Facllity Accommodation Standards. The BuCor shall operaie with a
standardized fcilityfies, for security, reformation, and administrative purposes,
through all its corectional Institutions. All facilitiss shall be iIn conformity with the
Philippine building, archaectural, structursl, electrical, plumbing, fire safaty, flood
codes/standards and mus! ba accessble Yo persons wih disablity (PWD). The
following facilites should be established, o wi:

3.1. Dommitory;

3.2, Administrative Building,

3.3, PermeterSecurity Fence with Post Tower;

3.4. Hospialinfirmary,




3.5. RecreatonMultipurpose Hall;

3.6, Training/Lecture Center;

3.7. Workshop Fadiities;

3.9, Kichen and Mess Hall,

38, Visiting Area:

3,10, Conyugal Rooms,

311, Water Supply System;

3.12. Powerhouse,

3.13. Service Personnel Facilities;

3.14. Due for Release Dormitories; and

3.15. Separaton and Placement Center

CHAPTER 5

TRANSFER OF PDL

Section 1. Transfer of PDL to Another OPPF, A PDL may be transferred by the Director General
upon the recommendation of the POL Transfer Board concerned to anothar OPPF.

Section2. Transfer of PDL within OPPF. A PDL may be tansfemed wihin the OPPF based on
the approved resclution of the Classification Board or deemned necessary for securty
reasons. A PDL transfer must be duly covered by a Corractions Order issued by the
Superintandent.

Section3. Transfer Requirements. Every PDL transfer shall be accompanikd by higher
Duplicated Carpeta, which shall nclude the following, to wit;

3.1. Cenificale of Pending/No Pending Case;

32, Cerificate of On-Appeal/Non-Appeal;

33. Medical Diagnostic Record,

34. Visitation Registration Form;

36. Case Management Record;

3.7. Case Informsation'Dacision;

3.8, Detainee’s Manifestation;

3.8. Cenificate of Detentiorg

3.10. Certficate of GCTA or other time alowances from Jall;
3.11. Four (4) 2x 2 1D photo: and

— “




SUREAL OF CORRECTIONS MANAL

312, Registration Form.

Section 4. Other Transfers. Other PDL transfers are as follows:

4.1.  Transfer of FOL with Mental liiness ~ A PDL who has been confimed with
mental illhess may be transferred to 8 mental health facity upon the
recommandation of Director, Dirgclorate Health and Sarvicas with the approval
of the Director General. Such transfer, however, must be properly
communicated 1o the santencing court;

4.2. Transfer of PDL 10 a stockade of midary and other law enforcamant agencias
— For purposes as hereunder stated shall be duly coverad with Memorandum
of AgreemsanyUnderstanding between the parties concamed:

421. For confinement - The confinement of a PDL under the following
classificatons may be fransferred o a miary or other law
enforcement agency upon order of competent authority:

4211, High-Profile;
4.212. High-Risk;
4.21.3. High Value Target;
4214, Violent Extremist Offenders; and
4215, Under Winess Prctection Program; or
4.21.6. Asdirgcted by compeient authority.
422, Formanual service — A cartfied Mnimum-Security risk PDL may
be utilized as manual worker provided that the POL does not balong
o any of the following categories:
4.22.1. Classified in the praceding sub-section,

4222 Sewing reclusion perpelua, life mgriscnment, or
sentenced with capital punishment,

4223, With record of escape;

4.224. Recdivist/Habitsal Delinquent;

4225 Sewving senlence for a cime involving moral tupitude;

4.226. Female PDL,

4,227. Had previously been transferred to a military or other law
enforcement agency stockade and was relurned to a
comrections faciity for just cause,

4,228, Mare than féty (50) years old or can no onger perform
manual work due lo health conditien, and

& N




Section 5,

Section 1.

4.3,

4.229. With pending case or a wilness in any pending criminal
case.

Transfer to Any Jall Facllity — The Prasident of the Philippines may direct,
as the occasion may raquire, the transfer of PDL from a securily camp to a
jail Likewise, 3 PDL whose sentence hss already expired but still has a
pending case shall be transferred or tumed over to a jall under the
jurisdiction of the court whore the case is pending.

Mental and Physical Examination of PDL to be Transferred. The PDL must
underge a mental and physical exarmination prior o hisfher transfer, unless otherwise
directed by the Direclor General for securily reasons. Provided, hat said
axaminations of PDL shall be done at the facllity where he/she has been transferred,

CHAPTER 6
MOVEMENT OF PDL

Movement of PDL Outside Security Camps. The Director General may authorize
a PDL 1o be taken out of the security camp, under the following Instances:

1.1

1.2
1.3,

14,

To appear In court, subject 10 the condition that an express authority of the
Supreme Court Is obtained upon proper application to effect the transfer of a
PDL;

To appear before in any Congressional inquiry in aid of legislation;

For madical examination'treatment or hospiialization n an outside clinic or
hospital;

1.31. Emergency Raferral - duly approved by the Superintendent. and

1.32. Reguar ReferralOPD — prior approvel of the DOJ Secretary is
required.

To view the ramains of a deceased relative — A Medium or Minimum Securnty
PDL may be allowed o view the remains of his/her relatives upon written

and subtmission of eriginal or cedtified true copies of Local Civil
ngtwat(LCRmelpm Statistics Authority (PSA) of the death certificate,

the burial pemil, and the documents specified hereunder;
141, Mamage Certificate/Contract (Wife or Husband )

142 Birth Certificate of the child and mamiage cartificate of the PDL or
Birth Certificate of the chikd only In case of unmarmad parants (Chid);

143 Binh Certiicale of brother/sister and Birth Cartficate of the PDL
(Brother/Sister),

144, Buth Cartificate of the PDL (Father/Mother),

145, Birth Certificate of the grandchild and of the latter's parent who s the
child of the PDL (Grandchild); or

146. Birth Certificate of tha PDL and of his/her parent who is the child of
the deceased grandparent (Grandparent).
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Section 2,
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In the case of high—isk or high-profile PDL, the application and is supporiing
documents, logether with the PDL record, the favoratle recommendation of
the Superintendent thereof and the Director General, shall be forwarded to
the Secretary of Justice for approval or consideraton at least three (3)
working days before the privilege Is 10 be avalled,

The PDL may be alliowed nol more than fhree (3) hows upon amval 10 view
the deceased relative m the place where the remains §e in state but shall not
be aliowed to pass any other place In transit, or to Join the funeral cortege,

The privilege may be avaded only if the deceased relative is in a place within
2 radius of thrty (30) klometers by road from the corrections facllity. Whare
the distance is more than thirty (30) kilometers, the privilege may be extended
i tha PDL can leave and retum 10 hisfher place of confinement during the
daylight hours of the same day.

1.5. CIW-PDL visit lo POL refatives confined 1o tha nearast OPPF; and
1.6.  When performing work institutional assignments outside of secunty camps.

Primary Duties of Escort Parsonnel. Escort personnael shall always exercise
extrerne caution and shall ensure that the PDL does not:

2.1. Escaps;

2.2, Converse with unautharized persons;

2.3. Obtain forbidden aricles, especially invoxicants or weapons,
24,  Annoy passersby, and

25.  Sufer hamn or humiliation

Distance of Corrections Officer from PDL. h escorting a lone PDL, who is under
restraint, & Corrections Officer shall keep an am’s length distance from his/her
charge.

If escorting a group of PDL, & guard shall keep & distance of not less than ten (10)
paces from histher charge. Upon amrival at the destination, ha/she shall staton
nimseltherself at a vantage point where all PDL are within sight and can be properly
controlled.

When on board & ship or boat, the group of POL shall be positioned in the most
sacured pan of the vessel and shall be required to sit. The escort personned shall
station himselfihersef at srategic poinis where he/she can effectively respond. A
PDL shall not be allowed to stand or move about until the vessel is ready to dock,
axcept when the ascort personnel nead o have a dear view of the port and starboard

passages.
Baslc Escort Procedures. An escort porsonnel shall strictly observe the Instructions

written ot the back of the POL's pass and the purpose and destination of the escort
migsion. Thass includa, but nat limited, 1o the following:
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Section 5.

Section 6.

Section 8.

Section 9.

Section 10.

Section 11.

Section 12,

4.1, While in trans®, the PDL shall not be allowad 1o stop at any place or contact
any person untl the destination is reached;

4.2. A PDL shal at al times be placed under proper resiraint e.g. handauffs,
However, for escort duties for court bearing, the same shall be removed only
upon the instruction of the judge. A PDL shall be retumed to the corections
facility immediately afier the purpose of the pass has been served: and

4.3 The use of a privately-owned vehicle in transporting a8 PDL is prohibited.

Escort Procedures for Court Appearance. In escort duties for court hearing, the
Superntendent shall provide at keast two (2) Corections Officers for svery PDL,
However, when twe or more PDL are % be escorted, the number of Corections
Officars may be reduced proportionally without sacrificing security requirements. If a
PDL is identified as high profile, high risk, VEO, High Value Target (HVT), addisonal
ascort parsonnel shall be assigned.

Appearance in Metro Manila courts. In conducting appearances in Metro Manila
courts, the escert detall shall be headed by a Sanior Correctiors Officer. If the court
Coneemed is In the suburbs of Metro Mania e.g., Cavite, Bulacan, Rizal, Laguna and
Balangas, the escort personnel shall retum hisher wards % the NBP or CIw
immediately after the hearing.

Turover of PDL to Local Jail A Corections Officer assigned 1o escort a POL for
court hearings who cannot retum to the corrections facility of origin on the same day
shall mquest the court to issue an order tuming over the PDL % the nearest
provingiad'city jail or police detention cell The escort personnel shall not stay in 2
private dwelling or hotel with the PDL.

Acknowledgment of Turnover of PDL. Upon tum-over of the PDL 1o an authonized
officer at the destination, the escortin-charge shall secure an acknowledgment
receipt for the cusiody of the POL. It shall clearly bear the name of the receiving
officer, hisher designation and the dale and time the PDL was recaived,

Procedure if Escort Personnel Becomes Sick. If the escort personnel become
sick, haishe shall notify the Superintendent, through the Chief, Escon Geoup, of the
correcliors faciity of orgin thereof by the fasiest means available so that a
replacament can be sent to continue the mission,

Fake or Spurfous Subpoena. I tha subpoena tums cut 1o be spurious, or if, n spile
of & valid subpoena, the scheduled trial is not held, the PDL shall be immediately
ratumed to the corrections facilty of origin unless not feasidle in which case the PDL
shall be immediately tumed over to the nearest jallipolice detention facilty. The
escortin-charge shall submit a written report to the Superintendent, through the
Chiet, Escon Group, on the matter.

Certificate of Appearance. Immediately aftar the tnal but before leaving the court
premises, the escort-incharge shall secure from the clerk of court a cartificate or
other proof of appearance.

Procedure During Outside Movement of PDL, The following securily procecures
shall be observed during the cutside movemant of a PDL-

121, Before departure from the comections facility

121.9.  The written mission order issued by the Superivendent, the
mittimus ard other corections records of the PDL shall be glven to
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the escort personnel In case of a detainee, the records shall
incude the wrilten authorization of the appelate or eantancing
court for the outside movemant of the detainea

12.1.2. Whenever possble, lhe transfer shall be effected during the
daylight hours,

12.1.3. The escort perscrnel shall be given detaled instructions on nisther
duties and responsibiities, to include the instruction that helshe
uses the most direct travel route to his/her authorized destiration,

12.14. The POL shall be thoroughly searched for contreband or deadly
weapcns or objects which may ba used for escape or salf-
destruction

12.15.  Money found in the possession of the PDL shall be treated as a
contraband and duly confiscated. The same shall be tumed over to
the cashier pending mvestigation,

12.1.8. [fthe PDLis to be confined and needs money for medicines or food,
helshe may be allowed to possass money withdrawn from hisher
account from the POL Savings Program. Upon retumn, all expenses
ncurred by the PDL shall be duly receipted and any excess or
bose change thereof shall be deposited back into the PDL's
savings account.

12.1.,7. The PDL shall be placed in handcuffs or other instrument of
restraind. if there |s more than one POL © be transferred, they shall
be grouped in pairs and securely connected to cne ancther by a
rope, ascartaining that the PDL does not have crippled, deformed
or very small hands to allow him/her to slip the handcuffs off.

12,1.8. Handcuffs shall be properly adjusted for tightness before departure
10 avoid the need of adpsting the same while in transit.

12.1.9. The PDL shall slay inside the corrections facllity premisas until the
vehicle to be used in transporting him/her is ready for boarding. The
PDL shall board a motor vehicle ahead of the escort personnel,

12.2. In Transa

12.2.1. The handcults or instruments of restraint shall not be removed
whie the PDL are in transit. A PDL shall nof be handcuffed to any
part of the vehide during transit to avoid being trapped in case of a
vehicular accident.

1222 If is necessary fo board publc tansportation such as a ship or
an airplane, the escort personnel shall pasition himsel/herself with
his’her PDL in an area that is clearad of civilians, or if not possible,
shall sit'position himselfibersell between the civilians and the PDL.

12.2.3. All PDL being escorted shall be under the supervision of an escort
personnel at all times, Including going to the tollet or washroom,
The escort personnel shall always be close enough 1o the PDL to
respond 10 any unioward incident,
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12.3,

124,

125.

1224,

12.2.5.

12.26.

1227.

1228,

I thera is more than one (1) PDL being escorted, thore shall be a
head count of PDL every tumover of shift. The escort-n-charge of
the escort personnel shall conduct an inspection during all shifts.

A PDL shall not be allowed to tinker with his/her handouffs or other
instrument of restraint.

An escort personnel shall always walk behind and not in front of
the PDL being escorted.

If armed, the escort personnel shal not sit, stand or walk beside
the PDL, or in any case, allow the POL 1o reach hisher firearm.

The escort personnel shall not pass any unauthorized place while
In transit.

Arrival 8t Deslination

123.1.

1232

12.33.

Upen arival at the authorized destinaticn, the escort personnel and
his/her assigned PDL shall stay in the public transportaton undil the
same Is cleared of other passengers, They shall only disembark
afer the POL and histher personal belongings have been
saarched/inspecied and the transpartation that will bring them to
their final cestination Is ready for boarding.

The handcuffs of instrument of restraint may ba removed # the
authorized destination if there is no danger of escape.

The escort parsonnel shall retum the PDL 1o the corrections facility
of origin as soon as the pupose of the cutsikie movement has been
sarved.

Alter-Masion Reporl

1241,

124.2.

After compliating the missian, the escort<in-charge shell submit a
waitten report to the Superintendent, together with copies of the
transmittal letter and Certificate of Appearance,

In case of a PDL being transferred to ancther comrections facility,
Jail instzution, or compatent authority, the responsibilty for said
FOL shall remain with the custodian until formally received by
another custodian.

Medical Referrals

125.1.

1252,

The POL who s brought to an outside hospital for medical
treatmentexamination shali be provided with at lesst two (2)
escorts and retumaed to the comections facility of orgin during the
daylight hours afer treatment is complated. Upon sald retum, the
Departmaent of Justice shall be fumished copies of the PDL medical
certifcale, diagnosis and plan of management,

If the POL is fo be confined in 2 hospital, the POL may te
handcufed 1o the bed If he/she s ambulatory and there s a risk
that ho/she may escape.
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Section 13. Outside Work Institution Detall of Medium and Minimum Security PDL. In case
a Meodium or Minimum Security PDL is detailed to work outside the immediate vicinity
of the security camp, tha following security procedures shall be observed.

13.1.

132

133

Section1, Rights of a PDL, A PDL shall have the following basic rghts as ambodied in
domestic and intemational laws, specifically:

1..

12

1.3
14
15
186

1.7.

Section 2. Privileges of & PDL. The following privileges shall be extended to a PDL.

2.

2.2,
2.3,

2.4,

BLUREAU OF CORRECTIONS MANUAL

In no case shall a PDL be allowed to work outside the security camp without
an ascor personnel and duly covered by a8 Comections Order.

Escont to PDL ratio:

13.21. Medium Secunty - 1:6

13.2.2. Minimum Security - 1:10

13.23  In the even! hal the number of PDL to be escorted to work outside
exceeds Me prescrided in the above-mentioned rafios, the nurmber
of escort parsonnel shall be increased accordingly,

The PDL shall be bodily searched before and aker higther work detail.

CHAPTER 7
RIGHTS AND PRIVILEGES OF PDL

To receive an authorized compensation for any work or institutonal
assignment he/she pedoms,

To be credited with time allowances such as Good Conduct Time Allowance
(GCTA), Special Time Allowance for Loyalty (STAL), Time Allowance for
Studying, Teaching and Mentoring (TASTM), where applicable;

To send and recalve mal matter,

To practice hsher religion or faith;

To receive authorized visilors,

To ventilate hisher grievances through proper channels; and

To recaive pecunlary aid and benefits for njuries or death suffered.

Attend or patticipate in any educational, entertainment or athletic activity
within the OPPF,

Read books n the library,

Parlicipate in civic, religlous and other activitles authorzed by comections
authorities,

Receive gifts of nominal vakie and prepared food from visilod's subject 1o
inspecson; and
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25 Use of lephons. Al FOL who demonstrate good behavior ehall eam one
telephone call to an authorized indvidual evary month. In such case, the
telephone call shall be menitored and shall have a duration not exceeding
five (5) minutes. YWhen making the call, the PDL shall idenlify himsellhersall
as aPDL.

CHAPTER 8
INSTITUTIONAL WORK ASSIGNMENT

Soction 1. Institutional Work Assignment, A PDL may be assigned 1o available inslitutions|
work assignment,

1.1, PDL may be assigned to work or engage In Institutional work according 1o
his'her knowledge, skills, health and secwity risk that Involves cleankness,
orderdiness and beautification, agro-industrial projects and general senices
n the OPPF,

1.2, An ablebodied POL may be required to work for eight (8) hours a day.
However, in the interest of service, heishe may be requirad o work on
extended hours or Sundays and holidgays,

1.3, PDL shall ba compenssted with remuneration as prescribad in the General
Appropriations Act (GAA). 1o be sourced from BuCor's Fund 284

14.  APOL eligible for institutional work assignment shall be ncluded in a workers
lantia,

Section2. Female, PWD and Elderly PDL. The following shall be the institutional work
assignment of female, Persons with Disability, and elderly POL:

2.1, Female POL shall be assigned 1o an institutional work that 15 sultable to her

age and phy=ical condition, She shall be supervised by female Comrections
Officars. and

2.2, Persons with Disablity and Elderly may be excused b pariicipate in werk
assignments hal involve heavy, ngid or physically exhausting task or
workioad,

Section3,  Place of Institutional Work Assignment. The designated work area for PDL shall
be, but not kmiled to, the OPPF premises. The Medium and Minimum Security PDL
shall be allowed to work in agncultural projects and other general services. They
shall always be under proper security escort. Maximum Security PDL shall only be
allowed 1o do ingtitutionad assignment within the Maximum Security Camp.

Section4.  Work Programs. Work Programs shall be conducted in securty camps to promote
good habits and seif-esteern among PDL and not 88 & means to exploit cheap prison
labor or as & punishment for deviant behavior.

SectionS.  PDL Compensation. A PDL ehall be retained in the institutional work assigrment
and shall receive compensation thereto, provided thal helshe maintains good
conduct and shows interest and a definite degree of progress in the parficular work
assigned to havher.

5.1. Keeping of Work Record of PDL — A record shall be kept showing the POL's
attendance and workmanship for compensation pumposes. The Carredtions
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Section 1.

Sectlon 3,

Section 4,

BUREALU OF CORRECTIONS MANUAL

Ovrder, which bears the Instifutional assignment of the PDL, must reflect
hiz'her entiiement to compensation,

52, Compensation Eamed, How Applied - The whole or part of the compensation
credit eamed by a PDL may be forfeited and applied 1o the payment of
supplies and equipment jos! or damaged resulting from the POL's misconduct
of willful negligence. A part of the PDL eamings may be disbursed by the
Bureau for paying restitution or fines orderad by the sentencing court, The
whole compensation shall be crediled 1o the PDL Savings Program,

CHAPTER 9
PDL SAVINGS PROGRAM

Savings Program. Compensation credits eamad by the PDL as provided forin the
praceding section and all monies received by himher from any legitimate source
shall be deposited n the FDL General Trust Fund provided for the purpose.

1.1. Cashlass Tmnsaction — A PDL may receive or send money, bome out of
legtimate sources or transactions, only by means of a cashless transaction
through the OPPF postal or duly accredited electronic money lransler
S8rVices.

1.2, IPX (Inmate Post Exchange) — It shall operate simiar to that of a commissary
or a warehouse of goods that ams approved for PDL ownership and
consumption.

1.3, PDL Commerce — All purchase transactions of PDL Inside security camps
shall be on a cashless basis,

PDL General Trust Fund. It shall be established purposaly for furkis held in trust by
a BuCor's designated Trust Fund Officers, derved either from monay surendered
or confiscated from a PDL, or sent by Namer relatives and friends through postal
money order or othar means of money wansfer as authorized by BuCor, induding
those eamed by PDL while sarving his/her sentence.

Indemnification. PDL shall be indemnified against injury including occupational
diseases. The indemnity should follow the rates approved by the proper authority. If
a Tull time or reguiar PDL worker Is injured during regukar estabished working hours
and injury Is not the result of hisher negligence or misconduct, the PDL shall receive
ragular pay for the day halsha was absent dus to injury at the maximum period of six
{6) months.

Withdrawal from Trust Fund Account. The PDL may wihdraw part or all from
nis/er savings from the Trust Fund Officer with prior approval of the Superintendent
for purposes of e following:

4.1. Perscnal medical expenses (certiied by tha BuCor Medical Officer),
4.2. Other personal necessities, and
4.3, Immediate family financial needs.
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Section 5. Payment of Savings Program Deposit Amount to Released PDL. Uson the PDU's
discharge from the comactions facility he/she chall be immediately glven the full
balkance of hisher savirgs

CHAPTER 10
VOLUNTEER COMMUNITY SERVICE PROJECTS

Section 1.  Volunteer Community Service Projects, Concept. The Director General may,
upon the recommendaton of the Superintancent, authorize a PDL to participate ina
volunteer community service project. As usaed harein, & volurtesr community service
project is one that is sponsored and developed by a local govemment unit or by a
nonprofit chartable organization; and is designed to provide for the public good in
koeping with the overall goals of the community. such as ity-wi
beautification or public safety. The sponscring organization shall certify (o the Bureau
that its community service project wil not displace regular employees, supplant
emplayment opportunities orcinanly available wihin the sponsonng organization, or
impair contracts for services.

Section 2.  Nature of Volunteer Community Sarvice Projects. A volunteer cormmunity service
project is not & work assignment. A POL who chooses 10 participate therein does so
veluntarily and may not receive compensation for participation in the service project.

Seoction3.  Roquest to Participate In Community Activity. A PDL may volunieer to participale
In community sendce project by submitting a written request 1o the Superintendant.
The PDL must be given a Minimum Sacurity dassification and be otherwise eligibie
for the conditions of the service project. The decision of the Superintendent (o
approve or disapprove a PDL's requas! shall be final.

CHAPTER 11
PECUNIARY AID TO PDL

Section 1. Pecunlary Aid to PDL Killed or Injured in the Performance of Duty. Pecuniary
ald shall be paid fo a PDL, through hiahaer POL savings program, who ie killed, injured
or disabled while preventing a riot, prison escape, assisting during times of natural
calamities or catastrophes, or while in the performance of dutles required of him/her
in any Insttutional work assiznment and not due fo hisher negligence.

Section2. When Pocuniary Aid is Given, The pacuniary aid shall be given to the inured or
disabled PDL at the time of release or anytime during confinement if he/she <o
desires. If the PDL dies as a result of the mjury sustained n relation to the precading
paragraph, prior to ha/her release, payment shall be made to hisher lagal heirs.

Section 3, Amount of Pecuniary Aid. The amount of pecuniary aid shall be fixed in sccordancs
with 3 schedule of benefits prepared and presentad by the Director General snd duly
approved by the Secretary of Justica. In no case shall the amounyt be lower than what
is prascnbed under existing kaws of the Pecuniary Aid.

CHAPTER 12
MANAGEMENT, SCREENING AND EVALUATION COMMITTEE
(MSEC) (PURSUANT TO RA10592)

There shall be created National/Certral Management, Screening and Evaluation Cormiliee and s
local counterpart in every BuCor facity, as may be necessary.
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The MSEC shall be responsible for the screening and evaluation of the PDL's entitiement 1o GCTA,
Tima Allowance for Studying, Teaching and Mentoring (TASTM). Special Time Allowance for
Loyalty (STAL) and shall submit its recommendation to the Director Ganeral for approval.

Section 1,

Section 3.

Section 4.

Section 5,

Section 1.

Section 2.

Creation of MSEC, There shall be an MSEC created n every OPPF. The
composition of which shall be determined by the Drector General of the Bureay of
Corractions, There may be several MSEC created &= necessary and as determined
by proper suthority.

MSEC Office, Creation. There shall be a regular office of MSEC for each OPPF
which shall be placed under the office of the Deputy Supenniendent for Operations.
The Head of MSEC shall be at least a graduale of Bachelor of Laws.

Composition of MSEC. Membership n the MSEC shall not be less than fve (5)
persanned and may Include s representaiive from the appropriate records office,
reformation office or welfare and development office, discipline office,
legaliparakegal, office of the overseer, and il available, 8 psychologist and a social
worker.

MSEC Observers. The MSEC shall nvie representatives fram the Parcle and
Probation Adminzsiration (PPA), National Prosecution Service (NPS) of the DOJ and
accredited civil scciety organizations to appear as observers during its deliberations.

Access to PDL's information, The MSEC shal maintan the integrity of sensitive
personal information contained in the PDL's records and shall enswe fathful
compliance with the provisions of RA No. 10173, otherwise known as the "Data
Privacy Act of 2012".

CHAPTER 13
TIME ALLOWANCES FOR GOOD CONDUCT, LOYALTY, AND
STUDY/TEACHING/MENTORING™

Who may Grant GCTA. The Director General may grant 2 Good Conduct and Time
Allowance (GCTA) to a national PDL who displays good behavior and who has no
record of breach of discipline or viskation of rules and reguiations. The grant of GCTA
Is subject to existing laws, rules and regulations, and established |urisprudence on
the matier.

Effects of GCTA. The Good Conduct Time Allowance shall entile an eligivle POL
to the folowing deduction from tha pariod of his/her sentence:

2.1, During the first two (2) yesars of his/her imprisonment, he/she shall be sliowed
a deduction of twenty (20) days for each month of good bahavior;

22  Durng the thrd lo &th year, inclusive of hisihor imprisonment, ha/she shall
be allowed & dedudtion of twenty-three [23) days for each month of good
behavior;

2.3. Durng the following years untl the tenth year, inclusive, of hisher
imprisonment, halshe shall bo allowed a deduction of twenty-fiva (25) days
for sach manth of good behavior,

* Soc 2 of RRR of RA 10592
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Section 3.

Section 4,

Section 5.

Section 1.

Section 2.

Section 3.

2.4. During the eleventh and successive years of hisher imprisonment, ha/she
ehall be alowed a deduction of thirty (30) days for each month of good
behavior; and

25. Al any time curng the period of imprisonment, he/she shall be allowed
anolher deduction of Wieen (15) days, in additon to the preceding ilems
hereaf, for aach month of study, teaching or mentoring sarvice time rendered
(TASTM).

Computation of GCTA, Calendar months and years are considered reference to
sentences and time served. Thiny (30) days constitute a month while 365 days
constitute @ year In computing GCTA credits,

Restoration of Acquiring GCTA, The GCTA which a PDL is deprived because of
misconduct shall be restored immediately after completion or lull service of the
penaky imposed that affected the same.

Special Time Allowance for Loyalty. A deduction of one-fifth (1/5) of e period of
his/her sentence shall be granted to & PDL who, after evading the service of hisfher
sentence on the occasion of a disorder resulting from a conflagration, earthquake,
explosion, or similar catastrophe, or during a8 mutiny on which he/she has nol
paticipaled, gives himseliherselfl up voluntarlly to the authorities within forty-eight
{48) hours following the issuance of a proclamation anncuncing the passing away of
such a calamity

A deduction of two-fifths (2/5) of the period of his'her sentence shall be granted In
case said POL choose o siay in the place of his’her confinement notwithstanding
the existence of a calamily or catastrophe enumerated In Aricle 158, Revised Penal
Code (RPC).

CHAPTER 14
PDL COMMUNICATION

Right to Communicate. A PDL shall have the right lo communicata or comaspond
with persons and organizations and 1o send and receive letters, packapes, books,
pericdicals, and other materials that can be lawfully sent by mad.

Censorship of Mail Matter. All maill sent or received by a POL, as well as
magazines, books, perodicals, and all reading matters, shall be subjected to
censorship to prevent the entry of contraband and the entry or exit of information that
may adversely affect the security of the correctons facility,

Guldelines on Censorship of Mail Matter, The sending and receiving of mall by al
PDL ehall be govarnad by the following guidelines

31. PODL mall shall be secured urlil such tme that the autherized
personnedcensors examined it;

3.2 PDL mail shall be opened i the presence of the POL concamead;

33, Mails and parcels shall be carefully examined, and fillers of any kind found
therein shall be collected for laboratory examination;

3A4. Photographs shall be markad on the reverse side and shall be placed back
Inside the envelope;
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