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MEMORANDUM ORDER NO

PROVIDING RULES AND REGULATIONS PRESCRIBING THE PROCEDURE
FOR T~E INVESTIGATION OF SEXUAL HARASSMENT CASES AND
THE ADMINISTRATIVE SANCTIONS THEREFOR IN THE OFFICE OF
THE PRESIDENT PROPER

Pursuant to Section 4 of RA 7877, otherwise known as
the "Anti-Sexual Harassment Act of 1995", the following
r u 1 e san d reg u 1 at ion s are her e b y pro m u 1 9 a" t e d pre s c rib i n g the
pi~ocedure for the investigation of sexual harassment cases
a.rld the administrative sanctions therefor in this Office.

RULE I COVERAGE

SECTION 1. These rules shall cover all officials and
fj~'!1: p 1 0 y e e s of the 0 f f i c e of the Pres i dent proper, whether i n
he Career or Non-Career service, and holding pos"itions
nder permanent or temporary status.

RULE II DEFINITION~-,.~
S~EC. 2. Sexual harassment is a form of misconduct

involving an act, gesture, or other verbal or physical
behaviorc,f a sexllal nature) made directly, indirectly or
impliedly, creating in the process an intimidating,humiliating, 

hostile, OJ offensive work environment to theharassed. 
'-:7

For the purpose of
comm; tted ~!hen:

this Order, ; ssexual harassment-.

,
(1) The sexual favor is made as a condition in the

..."".,.."'c",,:,,'"'i:".""c..~;~; :-.hlrlng or In the employment, re-employment, or:;con_t.1n~ed
employment of said individual, or in .grant;ng-"said
individual favorable compensation, tc'-rms, conditions,
promotions, or privileges; or the refusal to grant the
sexual favor results in limiting, segregating, or
classifying the employee, which in any way would
discriminate, deprive, or .diminish employment opportunities
or otherwise adversely affect said employee;

(2) The above acts would impair the employee's rights
or privileges under existing labor laws; or

( 3 )
hostile,

The above acts would result in c:n intimidating,
0 r 0 f fen s i ve e nv i r 0 nine n t f.~~ the em p l'p y e e .

,



Any pe,':;(JIl, who direct,:;; or induces
any act 0 f se x 1./ a 1 h a r ass men t ash ere i n
(;ooperates in ..the commission thereof bywhich 

it would not have been committed,1 
i a b 1 e 11 n de r t h ; 5 0 r d e r .

another to commit
de f i n.e d ,or who

another withoutshall 
also be held

RULE 

III FORMS OF SEXUAL HARASSMENT.

sexualor

this 

pL!rpOS8, harassmentikewi':;~.".,
m.'3Y

SEC. 3,take 
place

1in 

the \~oj'k place

2 al1Y"l'lhere else as part of work assignment
~functions

off

r~'at~d 

,;:":ocia

a 

[

whilf? on officiai mission outside
or d u r i n 9 work .r eol ate d travel

the 

work station

~

fora,

at official corlferences,
workshops) or training sessions

symposia,

Q'Jer the
E-mail

6

telephone, cellular

phone,

fax machine

f-

at any place where, or any activity during which
t~jO or more persons who work in the s"Ime office
are tl)get~er; l/'Ih~t"e, or not work-related

RULE IV COMMITTEE ON DECORUM AND INV~STIGATION OF
SEXUAL HARASSMENT CASES

Cha i r'man
~

Assistant Executive Secretary-., ..
for L e 9 a 1 Affairs.'. :';'::}:,; ,

Member Socia Secretary

~iember Personnel Director

Member An employee in the second level

!'1embc An employee in the first level

The representatives of the fir
employees in the or Selection/Pr
concurrently $it as members or this Cc

second
Board

level
shall

SE'C. 4. A Committee on Decorum and Investiqat;on of
Sex u a 1 H a r a $ S men t Cas e s ish ere b y c rea t e d t.o be c ~ m p 0 s ed 0 f
the following:

.stan 

d'omotion)mmittee.

,-,



SEC.5
and flJnctions

The Com m i t tee s h a"" h a v e the fol 1 owing po~..ers

(a Rcc:eive the complaint, file the formal charge, and
investigate and conduct hearings in acc("lrdance
with the Urliform Rules of Procedure in the Cor1duc:t
of Administrative Investigat.ion in the Civil
Service. It shall submit a report of its findings
with the corresponding recommerldation to the
Executive Secretar'y for decisi'on. Said report
shall be considered strictly confiderltial.

(b Conduct meetings with the officials and employees
to increase underst.~nd:lt)g and preVetlt incidents of
sexl..Ial harassm~nt; .;

R::comm(!nd measures
will exredite the
of sexual hd(,~~Smer1

tot fl e Ex e c l! t ) V\? S e Co' r eta r y t hat
inv~:$t;gat)o~ and adjudicationt. 

Ci~~~es; and

(d) f\dminister oaths, issue slJbpoena and subpoena
d u c.,~:, t \c C ,.j m .t a k:~ t. e ':. t 1 n: 0 n y i'1 a 11 y i n v est i g,~ t ion
or inquiry, punish for contempt in accordance with
the same procedures and penalties prescribed in
the Rules of Court.

RULE V ~~13-~ -_-1.~ _I..~. ~- ~_l_~.£.92-.!..I_J_Q.-~.. Q..E ,-~ ~.~ ~ ~-~.
HARASSMENT CASES

SEC. 6. f~~of ~~_~_i!lt -All complaints for
$ e x LI.oJ 1 h a r a ~'s men t m IJ s t be un d e r 0 a t h and sup p 0 r t e d by the
affidavit of the offended party. Any complaint shall be
i n v e ~; t .; 9 ate d d n d d i s p 0 sed 0 fin a c cor d a n c e w i t h the Unito rm
Rules of Procedure in the Conduct of Administrative
T il V est i gat ion i nth e C i v i.l S e r v ice. No an 0 n y m ou s com pla.i ht
shall be entertained nor shall any civil servant be required,
to answer or comment on said anonymous cf)mplaint.

--.;" 0-'. ~ Co.-

.SEC. 7. Action on Compla_~ -All complaintsC";;fo'fsexual. 
harassment shall be sufficient in form and substance

and shall be filed with the head of office who shall, within
f i v e ( 5) day s fro m r e c e i pt the reo f, t r .a n s m i t the sam e tot h e
Committee on Decorum and I n v est i 9 a t ion .~c,,; Co 'c":"c::,"~i:'

SEC. 8. £Iel i~i~~~~_i9.~~~ -The Committee
shall conduct a preliminary investigation' wherein the
complait1ant and the respondent shall submit their' affidavits
and cout1ter-affid~vits, as we1l as those of their witnesses.
Fa i 1 u t' e 0 f the res rI 0 n den t to sub m i t hi s co u n t e r -a f f i d a v.i t
shall be con-;:.trued as a waiver thereof.

"..,.
pro c e e d i"n 9 5 ,

but I.lndl:'
Dut'ing the

ask cli.!rificator]'
inquiry or

questions,
the

no

"'C 

0 ITI m i t tee may

circumstances



shall cross-examination of the w.ltnesses be allowed, but the
hear'ing officer ffi.:;1Y propound clarificatory questions.

SEC. 9. ~~!:-_.2~f Procee.d-~~ -During the
pre'iminary investigation, the Committee shall record all
clarificatory questions to the parties and their witnesses
and the answers given thereto. Such record and other notes
shall form part of the records of the case.

S E C. 1. 0 .1i~.r_.i~ -H ear i n g s h all b.e COt! d u c t e d 0 rl the

!il:;:-;ilng dates set. t,y the Committee or as agreed upon during
a rJ r c -h,~ '-'\ i" in 9 (; 0 i1 fer e n c e .Po s t pori e m e t1 i: 0 f h (?~ r i n 9 '5 h all not
be allow~d t-:xcept irl meritor10uS cases, prov'ided, not moreth.:;:n two (2) postponements shall be allowed. .

.The p.3rties, their counsel and witnesses, if any, shall
t)r g:,vl?n .3 notice at least (5) days before th~ first
$ l I, (..' (J 1.1 1 r: c: h c 3 r i n 9 s P e c i f y ; n 9 the t i me, d ate, and p 1 ace 0 f
the said hear'ing and subsequent hearings. Thereafter, the
schedule of hearings previously set shall be strictly
folio!:.}:;,'c: ~Jithout further notice.

If the respondent fails or refuses to appear during the
~; c h e (j u 1 e d he ai' i n 9 s, the i n v est i gat i 0 i1 S h all pro c e e d ex p arg
and the respondent is .deemed to have waived. the right to be
present and to submit evidence in his/her favor during
those hearing"",..

~~~_~_}~Of I n ve~..!i2..!~ -The pre 1 i m i n ar >'
shall commence not later than five (5) days
of the complaint by the Committee and shall be
1 ater. t:lan ten (10) days thereafter.

SE

;nve~.t;
fro 111 r e

termini

SEC. 12. _~~]2~~ior, ReporJ":. -Within :five (5). days
fro III t. h e' t e rill i n a t i on 0 f f h e pre 1 i m i n a r y i n v est i 9 a L io n, the
Committee shall submit its report and recommendation to the
Executive Secretary. ~ ,;..,'..".'

s ~ C. 13. f..<.?~1-SJ!-i~e-. -~~ hen the Com m; ttee",fi nd:> :.:,th:e'
exi sterlce of a E.~f_~ case, ; t shall forma,lly charge
the respondent. The formal charge shall be embodied in its
rep ;jot and recommendation to the Executive Secretary. If
approved, the Executive Secretary shall order tne Legal
Office to conduct a formal investigation.

SEC. 14. :

s hall con d 1.1 C t a

comp1et_ed within
<or,.O\j l"

(-r' O f fo ~" a1-, .-,. -Co of, I III

Iflei'itor1ou':: c;:.Jse~.

In the event the
formal il)v;:'.;1:igatiori,
" f upon e \I~' l l=- tl . ()'" !"If, .-, "': .I , .
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RULE VIII

SEC. 1.8. These Rules and Regulations sha

mmc~diately upon apprGval.

1

take effect

.2~ JuneDone irl the City of Manil
in the year of Our Lord. ninete,
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