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Crufdelines o the Collootion and Return
of Ballot Bokes, lection Documents amd
(iR Jlii.i.f:f:ﬂ,mnh Faraphoermaltia

The Senate LElecioral Tribunal, as the sole judge of all contesis
relating to the election, returns and qgualifications of Members of the
Senate pursuant Lo Secticn 17, Arlicle VI of the Constitution, adopts the
following Guidelines on the Collection and Return of Ballot Boxes, Election
Documents and Other [Hlection Paraphernalic,

1. Fre-Doparture
1. Idantilication of Personne)

Upon  issuacce of the order [ resolution divecting the
collection or veturn of Dadlol boxes, election docwiments and other
clection paraphernnlia, the Divector of Canvass Board Service shall
recormmmend o the Seovetary of the Tribunal the personnel who shall
compose the pool of Tearn Leaders and Team Members.

Y

e Daslgaetion of Teno Lenders and Team Mombers

Only Supevising Legislative  Stall Olficers  [SL3Os] and
Legislative Stalf Oflicers (L30s) shall be designated as Team
Leaders. Legislative Stall .’""ihf‘ﬂ-‘.\-[ni'['lﬁ (L3As) and Legislative Sialf
Employees (LB1s) shall scive as Team Members, However, in the
exigenoy of the service, L3As may he designated as Team Leaders,
provided They have had previous experience in the collection/ return
I OCE RS

3. Componition of Toains

A Team shall be composed of male or lemale employees, who
are phystcally §it az oy be determined by the Tribunal Medical
Consullont, Fach Team shadl congist of one (1) Team Leader and at
leasst: one (1) Team Memboer,
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The delerminalion of the team composition shall be gender-
sensitive and gendoer-responsive, with due consideration to SET
eflforts toward gender mamsireaming and gender equality.

In provinces where three (3) or more feams are simullaneously
dispatched, a Mrovincial Coordinator may be assigned Lo oversee the
operations in the jwovinee,

4, Training Roeguirements

Employees who will be deployed as Team leaders and Team
Members must have undergone the following trainings:

a. Basic First Aid and /or Basic Responder’s Course;

b Shress Manapgoment;

c. survival Skills Training and Self-Defense Training,
if necessary; and

d. Basic Gender Sensitivity Training (GST).

Upon the recommendation of the Director of Canvass Board
Service, they may be requited, or upon the request of the concerned
employee, be allowed to undergo a refresher course of any of the
lotesaid brainings,

G Gender and Fuyehologleal Profiling

The Human Resources Management Service shall facilitate
the pender and psychological profiling of the emplovees who are
deaignated as Team Leaders and Team Members to ensure that only
(hose who ghow a high degree of siress talerance shall he deploved
to high-rislk areas.

In election hol spots and afrvife-torn areas, the Team(s) shall
be relerred for stross management and /or crisis mitigation training
by subject malter expoerts prior Lo their deployment.

&, Pro-Deploymeestt Buvvey

The Canvass Doeard Service shall conduct a pre-deployment
aurvey Lo determine Lhe arveas of preference of each duly-designated
Team Leader and Team Member and the reasons for such
preference,  The resall of the survey, however, is nol an assurance
that the Tewm Leaders and Team Members will be deploved to their
areas of preference or that they will not be deployed to other areas
not included in their st of preference.
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Y. Estimate of Mapenses

The Canvass Board Service shall prepare an estimate of the
expenses to be nourred 0 Lhe collection / return activity and shall
Lransmit the same o the parly-litigant who requested the revision
of ballots or to the party-litigant’s counsel of record for approval.

g, Hond Coverage for thae Special MHsbursing Officers

The Team Leader shall be designated as the Special
Disbursing Olfficer [3D0O). Such Team Leader shall be bonded in
accordance with pertinent government accounting and auditing
rules and regulations. The amount of bond coverage shall be hased
on the estimaled cxpenses and the premivum shall be for the aceount
of the Tribunal,

The Canvass Board Service shall coordinale with the Finance
and Budget Service for the processing of the necessary documents
for the bond coverage of the 30O,

D, Insurance Coverage

Teamn Leaders and Team Members shall have an insurance
coverage in such amount as may be determined by the Tribunal, the
preminm of which shall be for the account of the Tribunal.

10, Wotice of Collection /Ratuyn

The Canvass Board Seivice shall prepare and transmit notices
to the Provincial / City / Municipal Treasurers, Election Officers,
Provincial Blection Supervisors and Provincial Prosecutors serving
in the collection / return arveas, informing them of the date of the
cormnancement of the collection / roturn of the ballot boxes and
thetr correspouding keys, election documents and other clection
paraphernalia involved in the protest, counter-protest or cross
protest. Notices ghall be couched in gender-fair language and may
be transmilled either by: (a) email, (b} anail mail, or (¢) telegram.

id. Security Asslstonce and Exponsaes
The Canvass Board Service shall prepare and transmit a letter

to the Chict of the Philippine National Police (PNP) requesting police
assistance during the eollection / return operations.
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I securily-risk arcas, a request for securily assistance shall
also be transmilled Lo the Armed Forces of the Philippines (AFP).

The requests for sccurily assistance shall be couched in
gender-fair language.

Expenges for the security of the Team{g] shall be for the
account ol the parvty-litigant who requested the revision ol ballots.

12, ¥azard Pay

Hazard pay which may be granted to the Team Leaders and
Team Members in accordance with the guidelines of the Department
of Budget and Management (I3B3M) shall he for the account of the
Tribunal.

La. Temwm Accopunodations

As far as practicable, the accommodations of the Team({s] shall
be arranged by the Canvass DBoard Service, taking into consideration
salety and security as well as gender-related issues. Expenses for
the accommodations of the Team(s) shall be for the account of the
party-litigant who requested the revision of hallots. Rules and
regulations issued by the Commission on Audit (COA], DBM or other
regulating agencies shall serve as guide for such expenditure,

14, Weal end Commondication Allowanoee

Bach Team Leader and Team member designated to
undertake the collection [/ return activity shall be entitled to a
reasohable meal allowance in such amount as may be approved by
the Triburnal.

Lach Team sholl also be allotted a daily communication
allowanee in such amount as may be approved by e Tribunal.

The meal and commuunication allowance shall be charged
against the party-litigant who requested the revision of ballots and
the Team Leaders and Tewn Members concerned shall not be
reciuired to subimit the corresponding oflicial receipts thereflor.

13, Team Assigoiment
The Canvass Board Service shall recommend the emplovees

to be assigned as Team Leader and Team Member(s) to each area of
operation, taking inlo account not only the resulis of the pre-
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deployment survey but move importantly, salety and security
concerns as woell as pendes-celated issues,

Team Leaders and Team Members who are familiar with the
geographic features, dialecl, cullure and traditions of the place of
collection / retuwrn shall be pgiven preference i the deployment
thereto,

Collection/return operations in Muslim-dominated areas like
the Autonomous Region of Muslim Mindanao (ARMM) shall he
assigned Lo male Team Leaders and Team Members, provided,
however, that female Team Leaders and Team Members may also be
deployad upon their request.

Special concorns like fear of heights, sea sicliness, altitude
siclness, and the like, shall bhe talken into consideration in the
cdeployment assignmaent,

An employee who is designated as Tearn Leader for the first
tirme shall e paived with a Team Member who had a previous
expericnee in the collection / return process.

16, Sehedule of Collection/Heturn

The Canvass Doard Service shall prepare a schedule [
itinerary to be lollowed lor the collection / return activity, Such
schedule / winerary shall take into account the arder of preference
of the parvly-litigant concerncd, availability of designated Team
Leaders and Teaan Members, air / water transpartation schedules,
local weather conditions and special lacal holidays and festivities.

17.  Dission Ordox

Al least filteen (15) days before the date of actual departure,
the Chairperson of the Tribunal shall issue a Mission Order directing
the personnel named therein to eollect / returm the ballot hoxes,
election documents and other glection paraphernalia in the areas
specilied therein,

18, Mperary of Travel
The Team Leader shall prepare an Hinerary of Travel with the

corresponding eslimaled expense per day in accordance with the
estimale of expenses approved by the concerned party-litigant.

wal
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19, Cash Advanca

1t shall be the responsilility of (he Team Leader as 3DO {o
secure the cash advance covering the estimatred cost of collection /
el of the ballol boxes, eleclion documents and other elaction
paraphernalia.

Such cash advance shall e charged against the eash deposit
of the party-litiganl who requested the revision of hallots,

20, Pre-departore Qonfercnce With Parties-Litigants

At leasl two [2) weeks helore the schaduled date of collection/f
retirn, the Secrelary ol the Tribunal shall nolify the parlties thereof
and call them to a pre-departure conference for the purpose of
discussing the itinervary ol travel and the designation by the parties
of their respeclive representatives in the collecltion / return activity.
However, the absence of party representatives shall not deter the
Tribunal from undertaking the collection / return activity,

21, Briefing of Teams

The Canvass Board Service shall conduct a pre-departure
briefing to orient the Team Leaders ancd Team Members on maltters
that will aid tham in the eflicient and effective performance of their
assigned tasks, such as, bhut not limited to the following:

a. Number and location of the ballot boxes and clection
documents 1o be collected [/ returned;

3. Shortest and salest routes and estimared howrs of travel;
¢ Bslimated cost of the activity;

d. Permizsible use of the contingency budget and the need for
L

daidy updales to the Secretary of the Tribunal or Director
of Canvass Board Service;

e, FPolitical ndscape of the place of operation;

[ Observance ol cultural and gender sensitivity and the
irnportance of the ingsights of the local communily,

Athmerts and diseases peculiar to the area, need for
vaccinativng [/ immunizations before deployment, and
bringing of suflicient amount of common and maintenance
e ieies;

el

ﬁ
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Medical facilities in or near the area of operation where the
Teain(s) can seelk trealment in case of illness or accident;

Weallwer, lerrain, and suitable means of transportation in
the arca of operation;

Necessity and means to safeguard the ballot boxes and
election documents from being exposed to environmental
conditions like rain, 1he use of plastic cover for the ballot
boxes and clection documents during transport to / from
Island municipalities;

Personal safety and security measures to he undertaken;

Possible critical incidents, whether natural or man-made,
that the Team(s) may encounter in their respective areas of
aperation;

Importance of security briefings from escorts and the
praclice of the Buddy System;

Ethical and gender-related considerations like avonding
mtoxication, places of ill-refute, work-related cases of
sexual abuse [ harassment; affering jobs to local residents
as house helps, laborers or other related work: and other
acts which may be deemed unethical or gender-hiased; and

Use of proper office atlive and decorum, including the use
ol gender-lair language, while und ertaking the collection /
return aclivily.

22. MNecessary Documents

The Teams shall oblain and carry with them the following

documentis:

L.

s

Certified true copy of the order / resolution directing the
collection / relurn of the ballot boxes and election
documents and other election paraphernalia;

Crriginal copy of the Mission Order:
il ! F 1

Certilied true copics of the notices of collection / return
fransmilied to the oflicials concerned;
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L)
s

Copy of the PNP Manorandum directing the chief of the
local police to provide escorts and other assistance to the
Team(s) during the entire operation;

¢, Copy of COMELEC Resolution No. 2812 dated 17 QOctlober
1995, which stales, among others, the order of preference
in the custody and revision of ballots and election
documents;

f. Office LD, and SE1 Seerelariat contact numbers:

g. Health Maintenance Card and List of Accredited Providers:
Medical Records and List of Maintenance Medicines:

L

h. Bslimale of Expenses and Itinerary of Travel;
i Map of the area(s) assigned to them;

J. Necessary Forms: Ballot Box Inventory Form, Election
Documents  / Paraphernalia  Inventory  Form, Daily
Collection Report Torm, Reimbursement Bxpense Receipt
(RER) Form, Acknowledgment Receipt Form, Certificate of
Appearance,

23, Bmergency Jecessities

The Teams shall be provided with emergency kils for their
protection, safely and swivival in times of natural calamities such as
earthquakes, floods, mudslides / landslides, storm surges / tsunamis,
fires and the like. Medicines for commmon illnesses shall be included in the
kils, The cost of (he emergency kits shall be for the account of the Tribunal
while personal maintenance medicines shall be for the account of the
emploves concerned.

Fach team shall be provided with a device that will enable the
Tribunal to track their whereabouls,
i, Actual Collection/ Retarmn
1. Coordivation and Courtesy Call
The Team shall, inmimediately upon arrival in the area of operation,

coordinate with the PNP regional / provineial headqguarters for security
assistance and escorls,
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The Team shall attend the security briefing, il any. The itinerary
of travel may be adjusted upon recommendation of the PNP or AFP, as
the case may be.

Taling inte account the political landscape of the place, the Team
may or may not pay a courtesy call on the local government officials, In
the ARMM areas, however, the Teams are enjoinad to make a courtesy
call prior to undertaking any activily in any of Lhe localities.

2. Hiring of Handlers and Guidesn

Only persons of legal age, male or female, shall be hired as Ballot
Box HMandlers and Guides. No minors shall be involved in any of the
activities of the Team, including acting as puides in and around the
locality.

4. Inventory-Taking

The Team Leader shall ensure that the inventory-taking is done
accurately and the inventovy report is complete and properly filled up. The
required data must be legibly written.

4, Temporary Hallot Box Storage /Warehouse

The Team shall ensure  Llhat the temporary ballot box
storage/warehouse is sccure. As far as practicable, it should be within
or near PNP / military headguarters and other governument installations.
It should be away [rom flood and landslide-prone areas and free from fire
hazards,

&, BEfflclent and Prudent Use of Time and Resources
The Teams are expected to maximize the full official hours and to
exercise care and foresight in the utilization and management of resources.

6. Daily Report and Supporting Documents
a. Dagly Collection/ Return Report

The Team Leader shall prepare a detailed daily
collection/ return report, written in gender-fair language,
indicating therein the municipalitics wvisited, the amount

spent for ballot hox handlers, trucking and transport services,
security assistance, gasoline, and other incidental expenses,

o
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Iy, Certificaice of Appearance

The Teamis) shall secure a Ceortificate of Appearance
from each and every government offlice visiled which must be
signed by the proper aofficial,

¢, Official Receipt (OR) or Reimbursement Expense Receipt (RER)

Official Receipt (OR) lor each and every expense
incurred must be obtained., Reimbursement [Expense Receipt
(RER) shall be allowed Tor the allowances of the Ballot Box
Handlers, Warchouse Security and Securily Escorts, provided
that the [ollowing details appear thercon: legibly wrilien name
and signature of (he payee; complete address of the payee and
contact aumber, i any; and conformity of the party
representative, if any.

For air and sca transportation, the airline / shipping
line tickets, terminal fee receipts and boarding passes must

be preserved for liquidation purposes.

Fus fares must be evidenced by bus tickets, Regular

fres on other public utilities like jeepnevs need not be covered
by an RER. The Team Leader shall prepare a certification

indicating the amount spent with the corresponding point of
departure and destination,  The RER, however, is necessary
for tricycle rides and special fares.

For wvehicle rentals without OR, the RER shall be
allowed, provided that the following details appear thercon:
legibly wrilten name, signature and contact number of the
driver, ns well as the plate number of the vehicle rented. A
phaotocopy of the driver’s license and vehicle registration shall,
as far as practicable, be obtainec.

7. Completion of Miszion

The Team(s) shall exert every cffort and exhaust all available means
and remedies in ordor to elfect a2 100% collection rate and to complete on
time the collection [ turn-over of the ballet hoxes and their lceys, election
documents and other election paraphernalia,

Any event or circumslance thal may tend to delay or frustrale the
completion of the collection [/ return activity within the time {rame
specified in the approved itinerary of Iravel shall immediately be reported
to the Secretary of the Tribunal.

1
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In case of a Tailure of or incomplete collection, the Team(s) shall
obtain the permission of the Secretary of the Tribunal to terminate the
activity and return to the Trilninal.

8. Critical Incident

In the event thal a Team encounters a critical incident that
endangers the lives and limbs ol the Team Leader and for Teamn Memberis),
the Secretary of the Tribunal shall recall the Team.

Iny case of a trauma-causing incident, the Secretary of the Tribunal
shall dispatch a Critical Incident Stress Debriefing (CIST)) Team to the
arca.  Should there be ne available CISD Team, the Secretary of the
Tribunal shall recall the Team and refer the personis) affected for
appropriate psychological counseling intervention, Stress debriefing may
be extended Lo the family of the affected employee, if needed.

I"or this purpose, the Tribunal shall mamtain a pool of consultants
o) enter inte agrecments with appropriate entities

9. Transport of Ballot Ronres

The Collection Team shall personally accompany the ballot hoxes,
election documents and other election paraphernalia while being
transported from the place of origin to the offices of the Tribunal.

The Team directed to retum the ballot boxes, election documents
and other ciection paraphernalia shall personally conduct an inventory
and supervise Lthe hauling and loading of the subject hallot boxes, election
docuwments and other clection paraphernalia from the storage rooms to the
vehicles / containers hired for (he purpose.

}'E'"J"f

1. Post-Collection/Meturn
L oventory Report/ Achknowledgment Heceipls
The Collection Team shall submit to the Ballot Dox Custodian the
original copy of the aclnowledgment or turm-over receipts and/or
irtventory reports.
a Haaling aod fctual Physical Inventory
The Ballot Box S3eclion Chief and / or Ballot Box Custodian shall

supervise the hauling and storage of the collecled ballot hoxes, election
documents and other eleclion paraphernalia. The actual physical count
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of the ballot hoxes must comcide with the number of ballot boxes
appearing in the Invenlory Report of ihe Collection Team.

3. Medical Checleup

Upon the arvival of the Team{s) from oui-ol-town deployment, the
Tribunal Medical Consultant shall conduct a physical examination of the
Team Leader(s] and Team Member(s). Based on the results, the Tribunal
Medical Consultant shall either certify that the personmnel concerned ave
fit to resume their worl in the Tribunal or reler them to a medical specialist
for further evaluation and/or treatment,

4, Feedbacl and Aspessment

Within twelve (12) hours [rom arrival ol the Team{s), the Director of
Canvass Board Service shall, il practicable, meet and discuss with the
Team Leader(s) and Team Member(s] what ranspived in their respective
areas ol operation,

The meeting shall be informal and shall focus on the sharing of
experiences to serve as a feedback mechanism and a way of gathering
suggestions {or the improvement of the Tribunal’s collection/returmn
operations, The meeting shall also serve as a venue for assessing the need
for debriefing of the Team lLeader(s) and Team Member(s).

8, Debriefing for Critical Incidents

A confidential meeting [/ discussion with a Team that had
encountered a critical ingident may be undertaken by the Director for
Canvass Board Service Lo elicit full information / details of the incident.
‘The concerned personnel shall be referrved for individual / group erisis
intervention, as the case may be.

6. Rest Day for the Teams

Team Leader(s) and Team Member(s) designated to undertake the
collection / return activily cutside of Melro Marila shall be entitled to one
(1} rest day alter completion thercof.

Vo Liguidation of Cash Adwance

The Team Leader shall prepare and submit to the Direclor of
Canvass Board Service a Liguidation Report within a period of thirty {30)
calendar days from the date of the Team’s arrvival, Excess amounts of the
cash advance must be refunded to the Cash Management Service within
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the same period and a copy of the OR shall be atlached to the Liquidation
Repart,  Failure 1o submit the Liguidation Report withim the reguived
period shall be a cause for the withholding of the salary of the Team Leader
until submission thercof,

A& Teamn Leader who has nol submitled the Liguidation Report for an
ocutstanding cash advance shall not be allowed to secure another cash

advance for any succeeding collection / return activity.

The Ligquidation Report of the cash advance shall be supported by
the foliowing documents:

a. Copy of the Mission Order;

Ir. Copy of the Approved Estimate of Expenses;
¢, Copy ol the Approved inerary of Travel,

. Certilicates of Appearance;

e, Detatled Daily Report of the Collection / Return
Operations; and

. Qlficial Receipts or RERs,
Only aclual, reasonable and legitimate expenses incurred
shall be allowed. Claims for unusual or extraordinary expenses

must be accompanied by a wrillen explanation or justification duly
supported with the necessary documents.

These Guidelines shall talke ellect immedialely and shall continue to
be in full force and effect uniil amended or repealed by the Tribunal,

ATEREROWED: 01 December 2016,
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