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Republic of ﬂJB Philippines

Department of Education
REGION VII - CENTRAL VISAYAS
DIVISION OF CITY SCIHHOOLS — TAGBILARAN CITY
“Office of the Schools Division
Superintendent

March 8, 2021
DIVISION MEMORANDUM

No.__ 4" ,s. 2021

ADOPTING THE POLICY ON SEXUAL HARASSMENT IN THE WORKPLACE

To:  Division Office Personnel
Public Elementary and Secondary School Heads
Teaching and Nonteaching Personnel
All Others Concerned

1. Pursuant to Civil Service Commission (CSC) Resolution No. 94-2854 dated May 31,
1994, the Commission has adopted a Policy on Sexual Harassment in the workplace.

2. In this regard, this Office hereby adopts the Policy on Sexual Harassment in the
workplace as follows:

SECTION 1. POLICY STATEMENT AND OBJECTIVE. It is the policy of the state to
afford protection to working women and ensure equal work opportunity for all, as well
as full respect of human rights. Towards this end, the Civil Service Commission
commits to provide a work environment supportive of productivity, wherein all officials
and employees are treated with dignity and respect and will not tolerate any sexual
harassment, whether engaged in by fellow employees, supervisors, associates or
clients;

Sexual harassment by another employee or officer constitutes a ground for
administrative disciplinary action under the offense of Grave Misconduct, Conduct
Prejudicial to the Best Interest of the Service or Simple Misconduct provided in Section
46(b), Chapter 6, Title [(A), Book V of the Administrative Code of 1987 and subject to
penalties up to dismissal from the service.

SECTION 2. COVERAGE. This policy covers all officials and employees in government,
whether in the Career or Non-Career Service, holding positions under permanent or
temporary status in the national or local government, including government-owned or
controlled corporations, with original charters, state colleges and universities.

This policy shall also include applicants for employment after the application
has been received by the agency. The Commission recognizes that officers and
employees may be the subject of sexual harassment by clients who transact business
with them. Under this circumstance, the head of agency shall take responsibility to
support and assist the person subjected to such sexual harassment. Notwithstanding
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the existence of this policy, every person can have the right to seek redress from the
courts, even when steps are being taken under this policy. This policy is not intended
to constrain social interaction between people in government.

SECTION 3. DEFINITION.

1. Sexual harassment is one or a series of incidents involving unwelcome sexual
advances, requests for sexual favors, or other verbal or physical conduct of sexual
nature, made directly, indirectly and impliedly when:

1.1 such conduct might reasonably be expected to cause insecurity, discomfort,
offense or humiliation to another person or group; or

1.2 submission to such conduct is made either implicitly or explicitly a condition
of employment, or any opportunity for training or grant of scholarship, or

1.3 submission to or rejection of such conduct is used as a basis for any
employment decision (including, but not limited to, matters of promotion,
raise in salary, job security and benefits affecting the employee); or

1.4 such conduct has the purpose or the effect of interfering with a person's work
performance, or creating an intimidating, hostile or offensive work
environment,

2. For this purpose, “employment-related sexual harassment” means sexual
harassment by a member or employee of the agency which occurs:

2.1 in the working environment, or

2.2 anywhere else as a result of employment responsibilities or employment
relationship.

It includes but is not limited to sexual harassment:
a. at the office
b. outside the office
at office-related social functions
. in the course of work assignments outside the office

C
d
e. at work-related conferences or training sessions
f. during work-related travel

9

. over the telephone

SECTION 4. RESPONSIBILITIES OF HEADS OF AGENCIES. The head of agency is
responsible for:

1. Informing officials and employees of this Policy on Sexual Harassment including
their rights and responsibilities and the existence of procedures available under
this policy;
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2. Investigating every formal written complaint of sexual harassment and imposing
strict disciplinary measures when a complaint of employment-related sexual
harassment is found to have been substantiated, regardless of the position and
status of the offender;

3. Doing all in its power to provide advice, support and assistance to employees of
the agency and applicants who are subjected to sexual harassment, whether one or
both parties involved are employed within the same agency;

4. Appointing advisors, and providing the training and resources for them to fulfill
their responsibilities under this policy;

5. Designating an officer of the agency who will be responsible for the investigation
and hearing of complaints on sexual harassment;

6. Strictly maintaining confidentiality in all stages of the proceedings to protect the
interests of the complainant, the person complained against and any other person
who may report cases of sexual harassment; and

7. Maintaining records as required by this policy.

SECTION 5. PROCEDURES IN DISPOSITION OF SEXUAL HARASSMENT CASES.
All complaints for sexual harassment shall be investigated and disposed of in
accordance with existing rules and procedures on administrative proceedings.

SECTION 6. EFFECTIVITY. This Policy takes effect immediately. All other issuances
and previous orders inconsistent with this are hereby repealed or modified
accordingly.

For your information, guidance and compliance.

JOSEPH IRWIN A. LAGURA PhD; /
Schools Division Superintenden

JIAL/CPC/ADMIN/atm
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