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Republic of the Philippiﬁes

DEPARTMENT OF AGRARIAN REFORM

MEMORANDUM CIRCULAR
No.
Series of 2007

Subject: Implementing Rules and Regulations of the Department ol Agrarian
Reform’s Environment Management Program (DAR-EMP)

Pursuant to Memorandum Circular No. 23, series of 2004, the Department of
Agrarian Reform created a Steering Committee, Technical Working Group and Working
Comumniltces to specifically implement the Enviromment Management Program ol the
Departiment at the Central Office. For thus purpose and congruent with the aims and
objectives of Republic Act 8749 also known as the Philippme Clean A Act of 19949 and
Republic Act 9003 or the Feological Solid Waste Management Act of 2000, and the plan of
implementing the EMP Program in all DAR ficld offices, the Department of Agrarian
Reform hereby adopts and promulgates the following rules and regulations.

PART I. GENFRAL PROVISIONS
Bule L. Preliminarics -
Section 1. Titde

This document shall he known as the “Implementing Rules and Regulations of the
Fnvironmental Management Program of the Department of Agranan Reform”.

Section 2, Objectives

By the end of 2008, DAR shall have lully sustained an ellicient Eovironment
Management Program with well delined structures and mechames which shall lead o a
Department of Agranian Reform with “zero-waste practices”. More specifically, the following

shall have been altained, Lo wil:

1. Develop, operationalize and sustain an environment management system for the
Department;

9. Generate income thru the sale of reeyclable waste matenals and other income
generaling or cost saving projects;

3. Develop the entire Central Oflice workforce as wasle management practitioners;

4, Fstablish and maintain an eco-garden out of biodegradable waste of DAR;
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5.

b,

7.

8.

9,

Utilize environmentally-sound methods  that shall maximize the utilization of
valuable resources and encourage resource conservation and recovery;

Set guidelines and targets for solid wasie avoidance and volume reduction through
source reduction and waste mininization measures, including composting, recycling,
re-use, recovery, and others.

Promote research and development programs for improved solid waste management
and resource conservation technigues.

Formulate a holistic approach in preparing the air pollution management that shall be
implemented by the Department through the collective cooperation of all its officials
and employees.

Encourage cooperation among officials and greater employees’ participation in solid
wasle management,

10. Focus primarily on the prevention of smoking and fire hazards and provide for a

comprehensive environment management program

11. Institutionalize employee participation in the development and implementation and

resource conservation and recovery topics into trainings and seminars conducted by
the department in order to promote envirommental awareness and action among its
employees. :

Section 3. Program Scope and Coverage

These Rules shall lay down the hunctions of the Steering Committee, Technical

Working Group, Working Committees, Point Persons, the DAR Management, and the
responsibilities of the DAR employees with respect to the program implementation.

All Offices within the DAR Central Office shall be covered by this Rule. The

Fnvironment Management Program shall likewise be implemented at the DAR Feld Ollices
as a matter of course.

Secton 4. Administration

These Rules shall be administered by the Secretary or his duly authorized

representatives both at the Central and Field Oflices.

Rule II. Declaration of Policies

It is the policy of the Environment Management Program of the Department to
implement the following:



a. Mandates and objectives of Republic Act 8749 also known as the Philippine Clean

b.

Air Act of 1999;

Mandates and objectives ol Republic Act 2003 or the Ecological Solid Waste
Management Act of 2000); and

Directives of Admimisiralive Order No. 103 senies of 1994 or the Austerity Measures
of the Government.

2, It is the policy of the Environmental Management Program of the Department to support
the Government's paolicy of providing safe workplace environment as envisioned under
Ixecutive Order No. 307 through the ereation of Occupational Safety and Health
Center, thereby ensuring the protection ol its employees and their work environment;

3. It 1s the policy of the Environmental Management Program of the Departiment to
implement and sustan the 55 Program; and

4. It is the policy of the DAREMP o advocale clean, neat, safe and conducive work
environment that will reflect an atitude among the DAR personnel as government
employees with strong sense of values in caring for the environment.

tollows:

3.

=

Rule ITI. Definition of Terms

Under the DAR-EMP Program, the lollowing terminologies shall be defined as

Biodegradable (Nabubulok) - wastes intended for composting i.e. leflover loods,
vegetable timmings, spoiled froits, wet paper, fruit rinds, table napkins, leaves, twigs,
and weeds;

Collection - shall refer 1o the act of gathenng presegregated solid waste materials
from designated locations/bins and delivering the same o the Waste Management
Center [or recording, storage and / or disposal;

Compost - decayed waste matters or organic soil mixture for pot plants; the end-resull
of composting;

Composting - the controlled microbial decomposition ol organic matter, such as
lood and yard wastes, converting the same into humus, a soil-like material which can
be used in vegetable and (lower garden, hedges, ete.

Compost pit - a designated area where biodegradable wastes are deposited lor the
purpose of generating organic soil;

Department — shall refer to the Department of Agranan Reform;
Disposal - shall refer to the transfer of any toxic or non-recyclable wastes to the

Waste Management Center o be collected by the garbage truck ol the oy
HOVETIIINGDI



10.

11.

12,

14.

]lﬁl

L6,

17.

18.

Eco-Carden - an area within the DAR compound showcasing environment — [Hendly
practices concerned with the protection and enhancement of natural environment;
area planted with shrubs, vegetable and nurturing trees;

Non-biodegradable {Di-nabubulok) - wastes intended for recycling L.e. glass
hottles, plastic bottles, plastic cups/straws/spoon/fork, tin cans, styro wares, scrap
metal, used ink cartridge, dry cell, used ballpens, rubber, tetra pack, candy wrappers,
sachets and assorted dry papers (used papers, used folders, envelopes, scratch,
newspapers, cartons);

Open Burning - shall refer to the thermal destruction of wastes by means of direct
exposure to fire. This definition shall apply to tradiional small-scale methods of
commumnify sanilation “siga”;

Recyeling - the process by which materials are collected and used as “raw” materials
for new products, This involves materials’ separation and collection at source,
materials processing and manufacturing into new products, and consumers’ purchase
of good made with reprocessed materials;

Reuse - the use of a product more than once in the same form, either for the same
purpose - such as refilling a sofidrink bottle at the bottling company - or for a
different purpose - such as reusing an cmpty peanut butier jar as a contaimer for
leltover food;

. Reduce - whenever practicable, reuse ilems that are still useful instead of just

throwing them away. It would greatly help if we patronize goods that are reusable,
rather than throwaway types;

Segregation - shall refer to sorting and segregation of different materials found in
solid waste in order to promote recycling and re-use of resources and to reduce the
volume of waste for collection and disposal;

Segregation at source - shall refer to a solid waste management practice ol separating,
at the point of origin. In this case, the point of origin arc the different units and
offices of the Department;

Special Wastes - shall refer to hazardous wastes such as paints, thinners, batteries,
tead-acid batteries, spray canisters and the like including tires, engine oils;

Toxic Wasie - these are non-recyclables ie. plastic bag, sanitary napkins, 3A/2A
batterics, spray canisters and the like; and

Waste Management Center - warchouse for recyclable smatenals such as: assorted
papers, plastic cups, bottles, cans, metals.



PART II. PROGRAM FRAMEWORK, STRUCTURES, AND MECHANISM

RBule 1. Frumework

Section 1. The Environment Management Framework

Input

Process

Advocacy

Advocacy

DAR Environment -
Related Concerns:

¢  Anti-Smoking

¢ Anti-Pollution

s Safe Working

Policy and
Program
Formulation, and
Development

COutput

=

Environment
Advocacy

o  Waste Segregation
Advocacy

¢ Environment
Friendly
Practices :

e Conducive
working
environment

o Clean Air Policy

¢ Health Conscious
Employees

s Safe Working
Enviranment

l (F EE DB A C K) ;

Section 2. High Level Process Map of Waste Management Program

Activity

Person/s Responsible

Each office designates a wasle segregation corner for
proper segregation of waste materials: biodegradable
{Mabubulok) non-biodegradable (di-nabubulok/recyclable
miaterials) and toxic (disposable)

Division Chief, Unit Head of Offices,
DAREA Kiosk [ Coop Canteen / Security/
Janitorial Supervisors with the assistance of
EMP Paint Person assure the strict practice
of waste segregation of each office,

il

Collection of segregated wasle materials is done every
G0 o T:00 am.; 100 to Z:00 pm; and 5:200 to 6:00 pm,
respectively. The containers of segregated waste materials
shall be browght to the color coded bing located at the rear
of overy floor of the main building near the rest rooms,

-l

EMC Manager with the mﬁwmu of the
janitars and DAR cooperative canteen staff
will ensure the proper implementation of the

segregation

4
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Janitor staff assigned al the center and will

AL 300 [, the ealor-coded bins/containers shall be ensure that the collected materials are pfﬁpe‘-r'y
brought to the Environment Management Center segregated inside the center. They will also
take charge of monitoring waste submiission

4 L and the maintenance of the EMCenter. Security

At the Waste Management Center, recyclables shall be gwardy will ensure the safety of EMC.,

further segregated to the designated three containers with
the following labels: 1) bottles, Z) cans, 3) papers, 4) ﬂ
cartan, 5) goma, 63 bakal, and 7§ plastic. Toxic materials

will be brought outside the center and the biodegradable

materials will be placed in the composting area. A6 EME. Nanager sHill-he Jn chged at o

selling of the recvelable materials in the

presence of DAR Management representative.
and EMP — TWG miemibers ( particularly from
the Menitoring and Evaluation Committes),

Toxic waste materials Recvelable materials will be _i,t

{disposable) shall be sold tor a selected buyer who

collected by the garbage passed through proper bidding The TWEG will ensure that the savings will be

truck and selection process. use for the regular maintenance and provision
for incentives and wwards,

Il

Marnagement of Savings

Conducive, Healthy and Safe Workplace
Environment

Section 3. Implementing a DAR Recyeling Program or Waste Management Program
Mechanics of Segregation.

1. Fach office shall designate a waste corner for toxie, biodegradable (nabubulok) and
non-hiodegradable {di nabubulok/”recyclable” matenals. The lollowing three color-
coded containers are designated in each [loor near the rest rooms.

e  Green Container - for “Nabubulok”
o Red Contamner - for “Toxie”
¢ Black Container - for “Di nabubulok/recyclable”



6.

9.

The Division Chief/Head of Oflice/Unit Head/Section Chiel/Canteen
Supervisor/Security and Janitorial Supervisors shall ensure the sirict practice of waste
segregation with the help of the EMP point person of each office.

Janitorial Service workers shall collect the waste matenials of each oflice, rest rooms

and the canteen cvery 6-7am, 1-2pm, and 5-6pm. They shall bring the scgregated
contziners (o the colorcoded trash bins located near the rest rooms. At 3pm, they
shall proceed to the EMC located near the FAPsO building to further segregate the
collected waste materials. (Persommel can still keep their trash can near their table lor
“di-nabubulok/dry matenials” provided they shall be responsible in discarding the
accumulated trash to designated segregation area within the last collection period).

For non-observance of the proper waste segregation, the janitors shall not collect the
mixed waste materials.

The canteen shall also identily its waste containers for toxic, biodegradable and non-
biodegradable materials.

Rest rooms shall have a separate container for sanitary napkins.

The EMC shall have three containers with the following labels: 1) bottles; 2) cans;
and 8) assorted papers i.e. used envelopes, scratch papers, newspapers, used folders,
cartons, magazines. Container [or toxic materials shall be located outside the center
i.e. all kinds of plastic, tetrapacks, batteries, Styrofoam, used ballpens). Personnel are
discouraged to turn dry used papers into placemats:

Only the toxic waste materials shall be collected by the garbage truck.

One permanent personnel from the Adminisirative Service shall act as EMC
Manager to take charge of monitoring the operation and maintenance of the center.
A record of recyclable materials being stored in the EMC shall be ensure in order to
track down data for the inventory of the volume and type of materials are deposited
cach day.

10. Janitorial supervisors shall ensure that the segregation scheme is observed.

11. The EMC Manager shall be responsible for the selling of the recycled materials in

coordination or with the presence of representatives from the either the management,
TWG or COAL

12. The sceurity guards shall ensure that the recycled materials for disposition do not

include valuables and unused supplies, materials and equipment. They shall ikewise
ensure the security ol the EMC,



Waste Management Guiding Principles:

All DAR officials, emplovees, janitors, security guards are required to follow strictly
the Rules and Regulation of DAR's EMP.

Follow the waste segregation scheme as specified in the mechanics.

Janitors will collect the segregated waste as scheduled and they will only collect those
segregated wasles.

Collected recyclable materials should be taken out from the DAR compound only by
the identified authorized buyer.

Security guards will ensure that recyclable materials are not taken outside the DAR
premises, unless with express approval/clearance from the Admimstrative Service
Director.

Crumpling or using of spoiled papers as placemats are discouraged.

IEMC Manager is the only authorized person m-charge of selling the recyclable
malerials in coordination or presence of management representative, EMP-TWG or
COA.

Waste Management Prolubitions

The [ollowing acts are prohibited:

L

S oo

Littering, throwing, dumping of waste matters outside of the provided receplacles
within office premises i.e. candy wrappers,

Undertaking activities or operating, collecting or transporting ol recyclable materials
outside of the Environmental Management Centers:

Open burning of solid wastes, burying ol bio-degradable or non-biodegradable
malerials.

Causing or permitting the collection of non-segregated or unsorted  wastes.
Maintaining an open dump within the DAR premiscs

Unauthorized removal or recyclable materials intended for purposes other than the
EMP objectives.

Waste Management Monitoring and Fxaluation

L.

2.

3.

The head of office/unit shall be accountable in the implementation of segregation
scheme.

Point person assigned in each office or room shall assist in the implementation ol
proper segregation of waste matenals,

The supervisor of the janitorial service shall oversee that the janitors observed
prompt collection and proper segregaiion scheme.

The EMC Manager will ensure the proper recording of the segregated waste. He/She
shall report to the Monitoring and Evaluation Committee Chairperson and shall
provide monthly consolidated data as to the volume of collected materials and the
corresponding sales of reeyclable materials.

The EMP-TWG shall give leedback on the progress of implementation of the EMP
during flag ceremony and/or during emplovees” gatherings/assembly,

The TWG shall conduct a semestral evaluation on EMP’s implementation.



Bule V. Structure and Mechanisms

Section 1. The Steering Commitiee (SC)

1. Composition

The structure of the Steering Committee shall be composed of the lollowing:

a. DARCO Steening Committee:

Chairperson
Vice-chairperson

Members
Secretanat
b
Chairperson
Vice-chairperson

Members
Secretariat

Director for Administrative Service

Director for Burean ol Agrarian Reform
Information and Education

All Division Chiefs of Admimnistrative Service
Chiel, Personnel Development Division, BARIL
Adpunistrative Service

DAR Field Offices Steering Commitiee

ARDA / AFO/ CARPO Admimstration and Finance
Chief, I and E / Chief, BDCD

All Division Chiels

Office of the ARDA, AFO, CARPO A/F

2. Functions of the Steering Commttee:

The Steermg Commitice shall perform the following functions:

e Provides EMP framewaork;

o Formulates policies, stralegics and makes decisions for the ellective
mmplernentation of the Program; and

e Ensures the Department’s full support in the implementation ol the Program.

a. DARCO EMP-TWG

Chairperson
Vice Chairperson
Members

Section 2. The Technical Working Group

1. Composition: The EMP Technical Working Group shall be composed of the ff.:

Chief of the Records Management Division
Chicf, Personnel Development Division, BARIL
Chief ol the General Services Division
Chairpersons ol Working Committees
Vice-chairpersons of Working Committees
Supervisor ol Janitonal Services

Commander, Security Force {on need basis only)



.

Treasurer : Appointed
Secretariat : Records Management Division

DAR Field Otfices EMP-TW(;

Chaurperson : AT CARPO AF

Vice Chairperson : Chuel, I and E / Chiel, BDCD
Members 2 Regional / Provincial Section Head
Treasurer : Appointed

Secretarial A Admin and Finance Office

2. Functions of the Technical Working Group

]

Implements the EMP Guidelines;

Develops EMP annual plan and program of activities;

Establishes program monitoring and evaluation syslem 1o ensure proper EMP
program implementation;

Provides quarterly status report Lo the EMP-SC;

Orients employees on EMP Policies and procedures;

Provides technical and administrative support to the EMP-5C;

Serves as the clearing house lor all EMP projects/programs and policies lor
implementation; and

Updates/amends rules and regulations Lo effectively implement the provisions of the
rOgTan.

3. Funcuion of the Treasurer

Takes custody of all monies of the Project;

Submits monthly linancial statement of the program to the SC and TWG;

Keep complete records of its cash transactions for the establishment of her/his cash
positions af any given time and date;

Pay upon the recommendation of the TWG Chairperson as authorized by the SC
Chairperson, and certify to the correctness of the cash position of the Project m all
financial staternents and reporis submitted to the SC Chairperson; and

Turn over all monics and properties belonging to the program that he/she may have
m his/her possession upon appoiniment ol lus/her suceessor,

Section 3. The Working Commitices

The EMP shall have three (3)Working, namely:

1. Monitoring and Fxaluation Commitice
2. Special Projects Commitiee
3. Ways and Means Commuillee

10



1. Composition

Chairpersons - shall be voted
Vice-Chairpersons - shall be voted
EEMP Point Persons of the different Offices / Units. - chosen by heads ol olfices.

2, Functions ol the Waorking Committees
2.1. Monitoring and Evaluation Commitiee (MEC)

e Undertakes on-the-spot bi-monthly monitoring;

s  Submits bi-monthly report to the Chairperson EMP TWG not later than five
(5) days alter the conduct of the On-the-Spot Monitoring;

o Recommends policies to improve EMP program implementation;

e Formulates criteria and indicators in the conferment of awards for oflice/units
wasle managemenl program best practices;

s  Oversee the operation and maintenance of EMC and ecological garden; and

e  Monilors the selling of recyclable/recovered matenals m coordination with
the EMC Manager.

The members of the MEC are authorized to conduct visit and inspect all oflices and
unils of the Department to ensure that the EMP rules and regulations are properly obscrved.

2.1. Ways and Means Committee (WE&MC)

e [dentifics measures to properly utilize EMP [unds;

Identifies and implement stop-gap/temporary and permanent solutions o
problems that may arise during the implemenitation of the EMP;

o Identifics and develop mechanism to generate and mobilize linancial and
technical resources for the implementation of the program;

s Coordmates with  varions governmenl  agencies, non-governmental
organizations, civic organizations and people’s orgamzations lor gencrating
assistance i the implementation of the program;

s Recommends policics to eliminate barriers to waste reduction programs;
Prepares and distributes information, education and communication materials
on solid waste and environmental management programn;

o (Generate project ideas; and

o Formulates support actions such as research and studies on environment;
Provides technical standards and  guidelines [or elfective  management
systerns.

2.5, Special Projects Commitiee (SPC)

o ldentifics possible projects for development and implementation which have
mpact on: Cost Saving Measures; Popular Concepts; Beautification program;
Clean Air Act program: and Sustainability
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Develops and acecess existing training modules pertaining to environmental
protection from DENR to be used during the conduct of
orentation/seminar//workshop at DAR;

Conducts regular consultations with concerned personncl/units and other
environmental managerment advocates;

Assesses needs, gaps, opportunitics and problem on EMP and translates the
remedies/solutions into project conceps;

Prepares project proposal/concept paper pertaining to DAR EMP projects;
Fnsures EMP sustainability and development through regular inlormation
campaign; and

Exvaluates and screens proposals submitied for lunding support.

Section 4. The EMP Point Persons

1. Compeosiion

The Point Persons shall be the representative of the various (Mhices / Units to the
Lawvironmental Management Program.

2. Functions of the Point Persons

e Oversees the proper implementaton of the waste segregation scheme of the
department in their respective oflices/units;

e Fstablishes strong linkage with all the janitorial workforce of the Department in the
implementation of the waste segregation scheme;

s FEnsures the establishment and maintenance of a waste segregation arca in their
respective offices/units;

e Provides regular feedback to their respective Head of Office and to the EMP-TWG
on measures Lo improve the wasie segregation scheme; and

e Recommends to the EMP-TWG other environment management schemes aside
from the implementation of waste segregation.

Section 5. The Secretariat to the Steering Committee (SC) and TWG

1. Composition

DARCO SC Sccretariat 2 Stafl, Director Admimstrative Service
EMP-TWG Secretariat : Staft, Chiel of Records Management Division
Regional/Provincial Secretariat Stall, ARDA/AFO/CARPO A/T

2. Functions of the Secretariat

e  Prepares all the documents that are to be tabled for deliberation of the SC/T'WG;
¢ Records and document all the proceedings of the SC/TWG; and
e Handles all the administrative requisites ol the SC/TWG

2



Rule V1. Mectings
Section 1. Regular Meetings

The Steering Committee shall conduct its regular meeting on a semi-annual basis,
The Technical Working Group shall conduet its regular meeting on a bi-monthly basis.
The Working Committees shall conduct its regular meeting on a monthly basis.

Section 2. Special Meetings

The Steering Committee, Technical Working Group and Workimg Commultices shall
conduct special meetings on need bases,

The SC Chairperson/T'WG Chairperson shall always preside the meeting, or in
his/her absence, the Vice-chairperson shall automatically take his/her stead, The presence of
at least majority of the members shall constitute a guorum in all the meetings to be
conducted.

Rule VII. Instintional Suppaort
Section 1. Role of the DAR Management

The DAR Management shall ensure full support 1o the objectives, plans and
programs of the EMP. There shall be funds to support the iniial activitics of the program
such as the conduct of orientation/trainings, field activites and site/ocular inspections o
model environmentally acknowledge cornmunities/areas.

The DAR Management shall likewise ensure that all officials and employees abide by
the herein rules and regulations and acknowledge the same as its personal advocacy 1o
support the Program until the full realization of its objectives.

Rule VIIi. EMP Assessment, Planning, and Programming

Section 1. Assessment and Evaluation of Envirommental Management Program

The EMP shall be evaluated at the end of each calendar year. The actvity shall be
attended by the members of the Technical Working Group, the Working Comnittees, and
Point Persons to determine the extent of project implementation and to assess critical areas
of concern, The output shall be submitted to the Steering Commitice 15 days alter the
activity is completed.

Section 2. Planning and Programming
The EMP shall conduct a planning and programming session for the ensuing year at

the start of the year or simultancous with the evaluation and assessment activity, The output
of the planning program shall be submitted to the Steering Committee 15 days after the
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activity 18 completed. The same shall be atended by the Technical Working Group,
Woarking Commitices, and Point Persons.

Rule [X. Funding Requirements

All savings which may be derived out of the sale of recyclable wastes shall be uilized in
the manner approved by the National Steering Committee, apportioned as [ollows:

A, Ammual Income Derived:

L. Janitorial Services Incentives : S
2, Operational Activitics of the EMP : S0

e Programs and Projects : (2009)
e  Travels/Miscellancous @ (2006)
s Supplics : (1096)

B. Rewards/Incentives

Rewards and incentives shall be provided to oflices and personnel with outstanding
performance in environment friendly practices, The rewards shall be determined by the
Monitoring and Fvaluation Committee through pre-determined eritenia.

Rewards shall be provided to units/olfices whe have undertaken outstanding comphance
tor the EMP and/or contributed inmovative ideas, processes and activities in re-use, recycling
and reduction. The reward shall be appropriately sourced from the EMP generated fund.

A sel of standards for innovativeness, productivity, exemplary and outstanding EMP
endeavors shall be formulated by the 'TWC.

Bule X. Provisions for Violations

Any official, employee or individuals within the premises of the Department caught in
violation of above-mentioned prohibited acts shall be meted with fines (as proposed by the
Monitoring and Fvaluation Committee and approved by TWG) or rendering of community
service within the department lor not less than one day depending on the gravity ol violation.

Rule XI. Repealing Clause

All orders, cirenlars and other issuances mconsistent herewith are deemed repealed,
amended and/or modified accordmgly. Amendments and/or revisions to s document may
be done in [ull or part to conforme with the Jatest environment management systemns and
strategics which may still be issued by the executive department or other competent agencies.
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Rule XI1. Effcctivity
This Guideline shall take effect immediately.

u_,_’/"?— March 2007.  Diliman, Quezon City.

Submitted by:

ALMA
Chuel, Records agement Division
Chairperson, EMP Technical Working Group

N oted:

NELSONJ. GENITO

Chidgl, Administrative Service
Chairperson, EMP Steering Commitiee

APPROVED:

NASSER LQ;NGANDAI«HN

(MC - Secretary f@“/
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