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PHILIPPINE CIVIL SERVICE BOARD

Manual of Information

RELATIVE Ti) THE

PHILIPPINE CIVIL SERVICE

SHOWING THE CLASSIFIED AXD UNCLASSIFIED POSTTIONS, THE CONDITIONS
GOVERNING EXAMINATIONS AND APPOINTMENTS, THE KULES FOR
RATING EXAMINATION PAPERS, "AND SPECIMEN EX-
AMINATION QUESTIONS, ALSO THE CIVIL
SERVICE ACT AND THE CI1VIL
SERVICH RULES,

This mannal I divided into twoe paris. Part 1 s printed in Eunglish, and
Fart ¥, containing the same information as Part 1,
18 printed i Hpanlsh.
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MANUAL OF INFORMATION.

Section r. This Manual coatains information relative to the condi-
tions under which appointments are made to the Philippine civil service.
The scope and character of the principal examinations for entrance to the
service are outlined and information is given upon other matters which are
usualiy che subject of correspondence. Persons secking infarmation in
regard to the service should therefore carefully read this Manual before
making inquizsies of the Board in regard to questions which may be fully
answered lerein, Lf information is desired which is not given in the Man-
ual, letters of ipquiry should be addressed to the Philippine Civil Service
Board, Manila, The Board does not receive applications [or admission to
the eivii service of the United States. All such applications should be
addreszed to the United Staces Civil Service Commission, I".'Ja,i"l'lirLgtc:un,
D. C .

Civil pesitions in the Military DNvision of the Philippines arve not in
the FPhilippine civil service, bt are in the civil service of the United States
and are, therefore, not subject to examination or certification by this
Board, The positicns referred to inclode those under the Adjutant Gen-
eral, Inspector General, Chief Quartermaster, Chief Commissary, Chiel
Surgeon, Chief Pavmaster, Engineer Officer, Ordnance Dfficer and Signal
Officer.

O September igth, 1900, the Lnited States Philippine Commission
ehacted a taw known aé the * Civil Service Act,” which provides for the
organization of the Philippine Civil Service Board, which is authorized
by the act to prepare rules and to lormulate examinations for entrance to
and promotion in the service covered by the ‘act, the purpose of which is
declared to be *the establishment and maintenance of an efficient and
honest eivil service in the Philippine Islands” The Civil Service Act,
and the Rules prepared in accordance therewith are printed as an appendix
to this Manual,

The term " Unelassified Serviee ™ indicates that portion of the Philip-
pine eivil service in which vacaneies may be filled without examination and
certification by the Board,

The term © Classified Service " indicates that porton of the service
which is subject to the provisiens of the Act and the Rules, and in which
vacancies must be filled according to the methods therein prescribed. A
vatancy in & position in the classified service may be filled: firet, by original
appointment through examination and certification by the Board; second,
by promotion of a perzon in thg classified service to the vacant position;
third, by the reinstatement of a person formerly in the service; fourth, by
the transfer of a person from a position in the classified service of the
Philippine Islands or from the Federal classified civil service of the
United States to the vacant position. These various methods of filling
vacancies are explained in this Manunal,

Certain positions, a5 shown [n che schedules below, when not filled
by promotion, transfer, or reinstatement, must be flled by competitive
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examination while others may be filled by non-cempetitive examination if
in the opinion of the Board a competitive examination is not practicable,

Claxsifled and unclassified positions,

Sec. 2 The following schedules show the methods of eatrance to the
varions poaitions in the differon: branches of the service,

Schedule A All civil emplovees of wharever designation, whether
compensated by a fixed salary or othersise, whase dutics are principally
thase of baokkeepers, boorbinders, clerks, ehief elerks, draughtsmen, en-
gineers {sieam or mechanical), examiners, inspectors, interpreters, jan-
‘itors, letter-carriers, machinists, messengers, pricters, stenographars, type-
writers, translators, or watehmen nnder the Militery Governor, the United'
States Philippine Commission, the Treasurer of the lslands, the Auditor
of the Islands, the Collector of Cnstoms jor the Islands, the Collector of
Internal Revenne ior the Islands, the Director of Posts for the Islends,
the Civil Service Boaed, the Buzeat: of Foreetry, the Bureau of Mines,
the Bureau ol Seatistics, the Generval Superintencent of Public Insiruc-
tion, the Wardens of Peniteatiarice and Prisons, the Provost Marshal
General af Manila, end the Captain of the Port of Manila, The offices,
positions and employments included in chis schedule zre clazsified, and
vacancies therein, if not flled by promotion, transier or reinstatement,
shall be filled by competitive examination,

Schedule B. Feads of depgriments apd offices of the municipal
service of Manila and professional, techeical and scientific positions, in-
cluding all employees of whatever desgnation, whether compenzated by 2
fixed salary or otherwise, whose dutics are principally those of bacteriol-
agiste, cashiers, cheriists, civii engineers, disbiirsing officers, {oresters.
physicians, practicantes, vaceinators and veterinarians. The offices and po-
sitiofs in this schedile are classified, and vecancies therein, if not fAlied by
promation, transfet or veinstetement, skall be filled by selections from
certificadonrs of eligibles zecered by competitive er non-comypetitive exam-
ination, ar atherwize, az the Board may determise to meet the needs of
the service,

Schedule C. Positions of skilled and vaskilled laborers, These posi-
tions are classified and vacancies thetein will be filled in accordance with
the method described ie this Masuzl weder the bead " Employment of
Laborers™

Schedule D, The Treasurer of the Islands, the Auditor of the Islands,
the Collector of Customs for the Islands, the Collector of Iaternal Revenue
for the Islands, the Divector of Fosts for the Islands, the Head of the
Bureau of Forestry, the Head of the Bureaw of Mines, the Geters] Super-
intendent of Public Instruction, the members of the Civil Service Board,
and the Chief Statistician, These offices are not at this time, subject to
any form of examination by the Board., but after sighteen months from
the date when the Board shall certify that ic has a sufficient list of cligibles
to fill vacancies in the lower grades in the service, vacancies ceourring in
said offices shall be filled without examination, as provided in the Civil
Service Act, from a class to ¥e compased of all the firat, second and thind
assistants in such offices, withoot regard to the office in which they may
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he employed,  Tntil the expiration of this time vacancies in these offices

inay be filed without regard to the provizions of the Civil Service Act,

Schedule E. The Cashier of the Collector of Cuztems for the Islands,
the Captain of the Pori of Manila, the Collector of Customs at Iloils, and
the Collector of Custorg at Cebu. These ofices ave not al this time
subject to any form of examination by the Board, but after one year from
the date when the Board shall certizy that it has a list of eligibles to fil
Jower grade vacantcies, vacaticies in these dffices shall be filled by promo-
tion by campetitive examination. Until the expiration of this dme vacan-
cies in these offices may be filled withoot regard to the Civil Service Act,

Schedule F. One private seccelasy for the Military Governor and
for each member of the United Staces Philippive Commission, members
of the palice fotee and of the fire department of the city of Manila, guatds
at prisons and penitentares, and schood teachess of the Departinent of
Public Instruction, These positions are no: classified aud are thereiore
not subject to any form of examimution by the Board,

The omission in any of the zbove schedules of any official designa-
tion of an office, position or employment shall not excinde it from the
schedule to which it propercly belengs, in accordance with reguirements
of the Civil Service Act

How to proceed to secore an examination.

Sec. 3. Applicants residing in the Philippine Islands who desite to
be examined for this service sliowld appiy by letter ar in person o the
Philippine Civil Service Board, Casa de Intendencia, Manila, for a blank
forfit dpon which to make application for examination and jof a Manual
of Information for Applicants, Each apglicant must apply for his own
application blank and Manual, as it i3 contracy to the practice of the
Board to furnith them te one person for the dse of another,

Applicantz residing in the United Stares who desive to be examined
for this service, should apply to the Usited Stetes Civil Service Commis-
sion, Washington, D, C., wiich Commission will furtish the necessary
information and hold the examinations jov this Foard in the United
States, Such applicants should forward their applications when com-
pleted to the United States Civil Service Commission,

An applicant upon receiving a blank application and & Manual should
decide what examination be decires to take. A deseription of the prin-
cipal examinaiions held by thizs Board will be jound in the Manual, Ap-
plicants residing in the Philippine lsiands may be examined at Manila,
Tlwila or Cebu. .

The bank application furnished by the Board should first be care-
fully read oy the applicant and then Alled in with great care, every gties-
tion being answered.  Full instructions fer the Glling in and completion
of the application will be found on the Blank itseli, and applicants are cau-
tioned to apswer a/l guestions and confjorm 10 all respects to the printed
instructions, Faflure to do this will cause unnecezsary delay and znnoy-
snee o the appiicant as weli a3z to the Board, The application, as well
as the oath of loyalty, must be subsctibed and sworn to before a justice
af the peace it and for the provinee in which the applicant resides, or
may be made hefere a member of the Uil Service Board. The oath of
lovalty need not be exectited by applicants jor examination in the United
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States, The vouchers must be filed in by reputable persons who are
acqiiainced with the applicant. After the spplication kas been flled in
and properly execited, it show’d be jorwarded to the Board. 1§ the ap-
plication is found in correct form the applicant will be sent a notice vof
the fact by the Board and informed when and where he may be examined,

Applications for examinations may be obtained irom and filed with
the Board at any time, bur snless received at Jeast Ave days prior to the
date fixed for an examination in Manila, or in sulficient time prior o the
halding of an examination in [oila or Cebn to permit of the shipment of
papers 1o those poines, ther mey oot be aceepted for that examination ;
but, ii properly execoted, will pe approved, and a notice sent to the appli-
cant {or the next examinaiion of the kind which he desives, which may be
heid at the place selected.

Applicants who clzim citizenship in the United States must make
cath in their application to their citizenship. Io the case of Europeans
claiming eitizenzhip, proal of sueh must be furnished. 17 naturalized, the
certificate of naturalization must accompany the application, A foreigo

_horn person wha claims that his parents wese citizens al the United

States at the time of his birth must furnish the sworn Yatements of at
least twa disinterested persons to prove that to their knowledge his par-
ents were United States citizeas at the time of hiz birth, and that they
diul not previously, then, os ar any subsequent time renounee, or legally
declare their fnention of renouncing their United States citizenchip, and
also that the applicane is the reputed child of the person through whom
ke claims citizenzhip, A foreign horn citizen who was naturalized by the
naturalization of his fzther or his rother while he waz a miser must fur-
nish the parent's certificate of naturalization and the sworn statemerits
of two disinterested persons to prove his idectity as the child of the one
whose certificate is durnished. A woman who claims naturalization
through marriage to a citizen of the United Stetes must furnish evidence
af the hnsband's citizenship {his certificate being vequired i lie 33 a natue-
ratized citizen), and evidence of her marriage to lHo.

An application from a foreign born person claiming citizenship, but
failing to furnish the reouired procd, will be cancelled. A declaration of
intention to become a citizen will not be accepted in lien of a certificate
of naturalization. When naturalization pepers are lost, certificate must
be procared from the court that jssued the naturalization papers, show-
ing the jacts in the case

No persan wiil be admitted to exemination unless he has filed an ap-
plication blank with the Board as recuired.

An applicant who has applied for examination at Manifa, Iloilo or
Cebu and desirea to change the place of his examinztion from one city
to another, may be examined ar the place requested by him, if ke returns
his authoriey far examination within sufficient time prior to the date of
examination to permit of the shipment of the necessary papers,

An application is good for only one kind of exsmination, and if an
applicant desires to take two or more different kinds be muse file an appli-
cation for epch examinetion,

Persons who are debarred from examinations.

Sec. 4. Mo person will be admitted to an examination :
Whe is under eighteen vears of age. '
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Who is over forty years of age, if he is an applicant for examination
far any of the positions included in Schedule A on page 4.

Who is not a eitizen of the United States or 4 native of the Philipping
Islands or a person wha has, under and by virtue of the Treaty of Paris,
acquired the palitical rights of natives of the Islands ; except that in spe-
cial cases where it iz not practicable 1o hold competitive examinations, the
Board may waive this requirement to meet the demands of the service,

Who is a resident of the Philippine Islands and fails to take the cath
of loyalty required of applicants and to furnish evidence satisfactory to the
Board that he iz loval to the United States of America as the supreme
authority in the Islands.

Who is a resident of the United States and who, upon the physical ex-
amination required to be given by a competent physician, ls found to be
disqoalified for efficient service in these Lstands,

Who habitually usez intoxicatiog liguors to excess.

Who is an officer or an enlisted man in the Army, the Navy or the
Marine Corps of the United States, and bas not obtained permission irom
the proper military or naval authority to enter an examination,

Wha has made a false statement in his application or who has been
guilty of deceit or fravd in any manner in connection with an application
or examination, or who has been gnilty of crime or of infamouz or of no-
toriously disgraceful conduct, which in the opinion of the Board should
disqualify him for the service,

Who has been dicmigsed jrom the service for delinguency or mizcon-
duct within one vear preceding the date of his application,

Who has [siled to reccive ahsolute appointment at the end of his
probationary service to the position for which he spain applies within one
year from the date of his probationary service,

Who within one year has taken the same kind of exammahon far
which he again applics and is eligible as a result of that examination,

What applicants shonld bring to the examination room.

Secs 5+ All applicants in compelitive examinations, and in non-com-
petitive examinations where writing is required, must provide themselves
with pens, penholders, erasers, ink and blotters.  Applicants shounld not

ring paper for use in the examination room, as such blank paper as may
be needed in connection with the examination sheets will be furnished by
the Board,

Applicants for the stenography and wpewriting examination should
provide themselves with typewriting machines and stands or tables. How-
cver, in view of the present Jack of typewritivg machines in the Philippine
Islands the Board will, when possible and when requested in advance,
endeaver ta furnish typewriting machines for the use of competitors exam-
ined in the islands,

Applicants for the bookkeeper, dravghtsman or other examinations
requiring the use of instrements, must furnizh the instruments required,

Each applicant musf bring his authority for examination to the exam-
ination room and present it to the examiner in charge.

Haste and carelessness in examinations.

Sec. 6, Many competitors fail to pass an examination or iail to
obtain a satisfactory grade, nat through a lack of knowledge, but pringi-



