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PPA MEMORANDUM CIRCULAR
No. 005 - 2025

SUBJECT

GUIDELINES IN THE IMPLEMENTATION OF EQUAL
OPPORTUNITY PRINCIPLE (EOP) POLICY

RATIONALE

Pursuant to CSC Memorandum Circular 24, s. 2016, otherwise known as the
“Program to Institutionalize Meritocracy and Excellence in Human Resource
Management (PRIME-HRM) Enhanced Maturity Level Indicators” which requires
the institutionalization of the Equal Employment Opportunity Principle (EEOP)
policy in all areas of human resource, particularly its core systems on Recruitment,
Selection and Placement (RSP); Learning and Development (L&D); Performance
Management (PM); and Rewards and Recognition (R&R), the Philippine Ports
Authority (PPA) establishes the internal guidelines on EOP, in support and
recognition of the value of equality, diversity, and inclusivity among all pillars and
elements of human resource management systems.

This policy aims to eliminate all hindrances and discrimination in personnel actions
and employment decisions, thereby sustaining an efficient and productive
workforce. Discrimination based on factors such as age, sex, sexual orientation,
gender identity, preference, or sex reassignment surgery, among others, shall not
be tolerated.

SCOPE/COVERAGE

All PPA regular, co-terminus, and contract of service personnel shall observe this
Circular on the institutionalization of EOP in the following four (4) core systems of
Human Resource Management (HRM) namely:

1. Recruitment, Selection and Placement (RSP)
2. Learning and Development (L&D)

3. Performance Management (PM)

4. Rewards and Recognition (R&R)

POLICY STATEMENT

The Philippine Ports Authority shall, at all times, uphold the value of equality and
diversity in career opportunities, learning and development, performance
incentives and rewards and recognition. Likewise, the Authority commits to
implement consistent and competency-based Human Resource systems and
practices that promote equal employment opportunities within a harmonious and
conducive working environment.

PPA recognizes the right of all officials and employees to be treated equitably and
commit to provide consistent, merit-based employment practices that follow the
EOP and encourages all officials and employees to achieve their full potential. PPA
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management shall carry out its duties and personnel actions in a professional and
ethical manner compliant with existing rules and regulations.

IV. LEGAL BASES

1. Presidential Decree 966, July 20, 1976
“Declaring violations of the international convention of the elimination of all
forms of racial discrimination to be criminal offenses and providing penaities
therefor”.

2. 1987 Philippine Constitution (Article Il Sections 11, 14, 18 & 22)
Section 11. “The State values the dignity of every human person and
guarantees full respect for human rights”.
Section 14. “The State recognizes the role of women in nation building and
shall promote the fundamental equality before the law of women and men”.
Section 18. “The state affirms labor as a primary social economic force. It shall
protect the rights of workers and promote their welfare”.
Section 22. “The State recognizes and promotes the rights of indigenous
cultural communities within the framework of national unity and development”.

3. CSC Memorandum Circular No. 24, s. 2016
“Program to Institutionalize Meritocracy and Excellence in Human Resource
Management (PRIME-HRM) Enhanced Maturity Level Indicators”.

4. CSC Memorandum Circular No. 30, s. 2014
“Adoption of HR Maturity Level Indicators for the Human Resource
Management System in the Public Sector dated December 22, 2014”.

5. CSC Memorandum Circular No. 7, s. 2014
“Encouraging Government Agencies to hire PWDs pursuant to Republic Act
No. 7277".

6. CSC Memorandum Circular No. 48, s. 2013
“Directing all Concerned Government Agencies to Adopt the Gender Equality
Guidelines in the Development of their Respective Media Policies and
Implementing Programs in Order to Promote Gender Mainstreaming”.

7. CSC Memorandum Circular No. 6, s. 2012
“Guidelines in the Establishment and Implementation of Agency Strategic
Performance Management System (SPMS)”.

8. CSC Memorandum Circular No. 07, s. 2007
“Program on Awards and Incentives for Service Excellence”.

9. CSC Memorandum Circular No. 2, s. 2001
“Revised Policies on the Settlement of Grievances in the Public Sector”.

10. CSC Memorandum Circular No. 43, s. 1993
“Streamlining and Deregulating Human Resource Development Function”.

11. CSC Memorandum Circular No. 28, s. 1990
“Reiterating Certain Policies in the Conduct of Government Training and
Development Program”.

12. CSC Memorandum Circular No. 10, s. 1989
“Establishing the Personnel Development Committee (PDC)".

13. CSC Resolution No. 89-463, July 7, 1989, on the Policy Directions on Equality
of Employment Opportunity in the Government Service

14. Republic Act No. 11210, approved February 20, 2019
“105-Day Expanded Maternity Leave law”

15. Republic Act No. 10911, July 21, 2016
“An Act Prohibiting Discrimination Against and Individual in Employment on
Account of Age and Providing Penalties therefor”.

16. Republic Act No. 10524, An Act Expanding the Positions Reserved for PWDs,
amending for the purpose RA No. 7277 (Magna Carta for Persons with
Disability) in April 2013, expanded employment opportunities for PWDs.
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17.

18.

19.

20.

21.

22.

23.

24.

Republic Act No. 10028, March 16, 2010

“An Act FExpanding the Promotion of the Breastfeeding, amending for the
purpose Republic Act No. 7600”.

Republic Act No. 9262, March 8, 2004

“Anti-Violence Against Women and Their Children Act of 2004”.

Republic Act No. 8972, November 7, 2000

“The Solo Parents’ Welfare Act of 2000”, An Act Providing for Benefits and
Privileges to Solo Parents and their Chiidien, Appropriating Fuinds therefor and
for other purposes.

Republic Act No. 8371, October 29, 1997

“An Act to Recognize, Protect and Promote the Rights of Indigenous Peoples,
Creating a National Commission, Appropriating Funds thereof and for other
purposes”.

Republic Act No. 7877, Anti-Sexual Harassment Act of 1995

“An Act Declaring Sexual Harassment Unlawful in the Employment, Education
or Training Environment and for other Purposes”.

Republic Act No. 7192, July 21, 1991

“Women in Development and Nation Building Act”.

Republic Act No. 7041, June 5, 1991

“An Act Requiring Regular Publication of Existing Vacant Positions in
Government Offices, Appropriating Funds thereof and for other Purposes”.
Republic Act No. 6725, May 12, 1989

“An Act Strengthening the Prohibition on Discrimination Against Women with
Respect to Terms and Conditions of Employment”.

V. DEFINITION OF TERMS

1.

Equal Opportunity Policy - a document that states what measures a business
takes to eliminate and prevent discrimination and its duty to make reasonable
adjustments in the workplace.

Equal Employment Opportunity - employment practices and policies that are
based on, and operate according to, the principle of merit, fitness and equality.
All employees are treated fairly and equitably when making employment
decisions and making sure that discrimination will not take place.

Equality - the condition of being equal, or the same in quality, measure,
esteem, or value.

Inclusion - the practice or policy of providing equal access to opportunities and
resources for people who might otherwise be excluded or marginalized, such
as those who have physical or inteilectual disabilities and members of other
minority groups.

Workplace discrimination - occurs when people treat an employee
unfavorably or unfairly because of their religion, gender, race, sexuality, or
disability.

Direct discrimination- is not treating someone with a protected
characteristic as well as others.

Indirect discrimination - putting rules or arrangements into place that apply
to everyone, but that put someone with a protected characteristic at an unfair
advantage.
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VI.

8. Harassment - unwanted behavior linked to a protected characteristic that
violates someone’s dignity or creates an offensive environment for them.

9. Victimization - treating someone unfairly because they’'ve complained about
discrimination or harassment.

10. Bullying - repeated unreasonable behavior, can be physical or verbal, directed
towards a person or group of people creating a risk to their health and safety
psychological or physical.

11. Specialized Group - groups who need special attention or consideration from
the agency, such as but not limited to the following: pregnant women, solo
parent, senior citizen, differently abled person and indigenous people.

GENERAL GUIDELINES

1. Recruitment, Selection and Placement (RSP)

The Authority is committed to providing equal employment opportunities to all
individuals, regardless of age, sex, sexual orientation, gender identity, civil status,
pregnancy, disability, religion, ethnicity, social status, income, class, political
affiliation, or other similar factors/personal circumstances which run counter to the
principles of equal employment opportunity. The recruitment, selection and
placement of personnel shall be based on the merit and fitness, qualification, and
competency to perform the duties and responsibilities of the position.

Subject to CSC and PPA existing polices, the agency shall:

a. Publication and Posting of Vacant Positions

Publish vacancies in the career service, authorized for filling, in accordance
with CSC issuances, laws, rules, and regulations.

Not print nor publish, in any form of media, any notice relating to
employment, suggesting preferences, limitations, specifications and
discrimination or decline any application for employment due to the
applicant’'s age, sexual orientation, gender, civil status, disability, religion,
social status, politicai affiliation or other similar factor/circumstances in
contrary to the principles of EEO.

b. Application Process

Ensure that all interested applicants and qualified individuals have equal
access to the application process.

Ensure that reasonable accommodation will be provided for applicants with
disabilities, upon request.

c. Assessment, Examination and Selection Criteria

Assess applicants based on qualifications, competencies, and ability to
perform functions of the position.

Prepare a list or database of differently abled, senior citizen, or diverse
status of applicants which may be presented during the Human Resource
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Merit Promotion and Selection Board (HRMPSB) meeting for orientation
and possible provision of proper assistance accorded to them.

Integrate assessment tool that provides fast and efficient generation of test
results while ensuring test reliability and validity.

d. HRMPSB Interview

As far as practicable, ensure equal opportunity for men and women to be
represented in the HRMPSB

Conduct a fair, consistent, and transparent interview process

Ensure that HRMPSB members shall not ask question in relation to age,
sex, gender, civil status, disability, religion, ethnicity, political affiliation, or
other similar circumstances in contrary to the principles of EEO.

Consider interviewing PWDs, pregnant woman, differently abled and other
applicants thru Zoom, Microsoft Teams, Viber and other video
conferencing application for equal opportunity and ease of accessibility.

e. Monitoring and Review

Annually assess effectiveness and alignment of RSP EEOP with CSC
PRIME-HRM standards.

Document reviews, audits and updates related to EEOP for future
reference.

Implement approved recommendations immediately.

2. Learning and Development

To help meet the objective of this policy, the Authority shall increase awareness
of the prevalence of and harmfulness of discrimination and prejudice on the
grounds of race, religion, or belief, to include EEOP on the orientation of newly
hired personnei during the Onboarding prograim.

The Human Resource Management Department-Career Development
Division (HRMD-CDD) and PPA-Training Institute (PPATI) shall align
competency programs to the agency’s vision, mission, and mandate,
specifically the agenda to intensify PPA capacity building programs of its
officials and employees.

There shall be no discrimination in the selection of participants for Learning
and Development interventions based on age, sex, gender identity, sexual
orientation, ethnicity, political affiliation, religion, economic status, or
physical disability.

HRMD shall proactively lead in the implementation of the Learning and
Development plan and its management system.

It shall lead the way and promote effective adult learning methodologies
such as, just-in-time, just-the-right amount of information and other

capability building approaches.
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Profiling of participants shall be done prior to the conduct of the training to
confirm their availability and assess their readiness and requirements for
the training.

The training secretariat shall note if there are participants who are included
in the specialized groups (i.e., solo parent, indigenous people, PWD or
pregnant women etc.) so that their needs will be properly addressed.

Training modules/topics, learning materials and language shall be
sensitive to the needs/physical well-being of specialized groups.

Venues for trainings should be in a location where facilities for people with
special needs are available.

Food provisions should consider the participant’'s religion or health
conditions.

The training secretariat shall always attend the needs of the specialized
groups during the activity.

3. Performance Management

The Performance Management System (PMS) shall be implemented by the
Authority, aligned with the principles outlined in the Equal Opportunity Principle
(EOP) Policy, to ensure fairness and inclusivity. The EOP Policy as appiied to the
PMS cycle ensures that all employees have a fair and equal opportunity to
participate in the goal-setting process; transparent and unbiased performance
monitoring; performance evaluation is based on clear and objective criteria
relevant to job performance; the distribution of rewards and opportunities based
on performance are equitable and free from bias.

a. Performance Planning and Commitment

All employees must be involved in the performance planning process. This
includes setting targets and commitments, ensuring no employee is
excluded from this process.

Employees scheduled to retire within the planned performance rating
period should have their targets adjusted proportionally to the shorter
period to ensure that targets are achievable within their remaining tenure.

Femaie empioyees expecting to give birth shouid have their targets
adjusted to account their maternity leave. Their performance targets should
not be unrealistic, difficult, or impossible for them to deliver or achieve, or
that would endanger the health and safety of employee or the unborn child.

Male employees whose spouses is expected to give birth should also be
allowed to adjust their targets to accommodate their leave. This should
apply regardless of whether paternity leave is used, or vacation or other
leave are applied for.

Targets for person with disability (PWD) employees should be set in a way
that is feasible or difficult given their abilities and any accommodations
needed.



