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Office of the Schools Division Superintendent 

DIVISION MEMORANDUM 

No. 	11 1i 	s. 2022 

WORK FROM HOME ARRANGEMENT FOR PREGNANT INDIVIDUALS 

TO 	 Pultlir Schools District Supecvisors/Dislricts in charge 
Public Elementary and Sccocdary School I-leads 
All Others Concerord 

1. Tlttsofloe teitetotes l)ettlitl (Irttec No. 11, 5. 21120 muffed i<evtsed (luideltnes Ott 
Altrntative tVorIc Arrtungnnents in the Department of Education during 11w Period of 
Slate o( National Erttergencv doe to COVII)-19 Pandemic. 

2. As stated under Enclosure 1. personnel who are at high risk for infection such as 
those who are pregitoot shall he under WIll arrangement, except when their services 
rendered physically in the office/school are indispensable or when 001cc work is 
already penttittrtl lttr alt. 

3. The distribution and retrieval of modules oil hlttttdavs and Filtlttys, rrsprctlttllv, are 
tndispecsotble tasks wlttclt need to 1w done on site. Thus, prrgttaol women who are 
tterttottrtl to be on a VPtl arrimgetnent are requested to work on site on Mondays 
and Fridays. except if the School I lead has trulde arrangements with other teachers 
to undertake the tasks of the prrgttant pcnittnnrl in distribution and retrieval of 
osotlalex. Thos, .School llends are instructed to i,tdicatn in their endorsement to the 
I'SDS of the request for work hstttt lttttttr whelhyr arrangements with other tcacltern 
have beett stiuttle orntd. PROS are advised not to endorse requests for work front tuttle 
if there is no endorsement frottt the, RH utith an indication whether arrangenteots for 
other tenehero 10 tttttlrrlake the tasks have been ntadc or not. 

4. Personnel concerned inosl wine it totter of intent auiduessesi to the Schools Division 
SupertnRndent and must attach medical cerlilicate. First etidorsetnent shot be mode 
to' die School Flead to the PROS and second endorsement shall be made by Ilte PSDS 
to the SOS. 

5. Widest dissemination of tltis Metnorattiltim is tlesireil. 

SENEN PRISCILLO P. PAULIN, CESO V 
Seltants Diqis1otl Supecitttettdettl 

3t Rozt 

st'e/:Mo-uttriScOo/en/i,uo,osu 

	

'r 	Address: Kataivatan  Amour, t.ao.tal Atea, Unru, Oumutuet, Lii 

TelepIrune nor.: luast22s-283u / 22! -2376/422-7646 
twA) address: ui'flmv ncenrukodrerd you ph 



itepoblir of the btliae, 

epavtnunt of butatton 
15 JUN 2020 

DepEd 0 It 0 E R 
No. O11.s. 2020 

REVISED GUIDELINES ON ALTERNATIVE WORK ARRANGEMENTS IN THE 
DEPARTMENT OF EDUCATION DURING THE PERIOD OF STATE 

OF NATIONAL EMERGENCY DUE TO COVID.19 PANDEMIC 

To: 	Urrdrrsecrrlunvs 

Assistant Secetarrec 

Bureau and Seecics Dienclors 

Regional Directors 

Schools Division Superintendents 
Put,ljc Elementary and Sec:nmrr tarv School Heads 

All Others Concerned 

I. 	The Department of Education DepEd) adopts the enclosed Revised 

Guidelines on Alternative Work Arrangements In the Department of Education 
during the Period of State of National Emergency due to COVID-19 Pandemic. 

. 	These guidelines take into consideration the policies set forth by the Oilier of 
lire President and by the Inter Agency Task Porce for the Management of Infectious 
t)oenrcs )tATF, and arc consistent with the applicable guidelines of the Civil Service 

Commission. They provide for the work arrangements and support mechanisms for 
teaching and —teaching personnel, including Job Order (JO) and Contract of 

Service (COS) personnel. and officials in oil Dnpffd offices in all governance levels, 
public elesrentaey,  and secondary schools, and community learning centers )Ct.Cs) 

during the period of Stare of National Emergency clue to COVID 19. 

3. ']'he Department is ever reads to ntake informed, cr,ordieatrsi, and 

proportionate response, and shall continue to issue pnlieien in light of the pandemic. 
An one t)epEd family. see protect be health, safety, and well bring at oIl lersraorn, 

teaching and noatcsetsisg personsol, and aupporL the overall effort of she Philippine 

government to prevent the further transmission of COViD-l9. while ensuring that 
we continue the delivery of quality, accessible, relevant, and liberating basic 
edmtcatian. 

4. Undersecretaries. Assistant Secretaries and Regional Directors are directed 
to implement appropriate work arrangements in their respective jurisdiction or area 
of responsibility, ironed on the prevailing, community,  quarantine classification in 
their locality, and to fiss:ititate The are return of teaching arid r:smmteachninng pnisn:i;irt 
no workplaces and setroøle/CLC5. 

3. 	All DepF'A teaching and rsnnsresetnieg personnel are expected to make 

themselves available during working hours and to ma.ndenize the time spent in the 
discharge of their duties and responsibilities. They are expecLed to observe iiotiessy, 

integrhv. and professionalism in the cnndmnct of their dtmtirs so that government time, 
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money, and resources are employed and used efficiently, honestly, and 
economically, to avoid wastage of public funds and resources. 

5. 	For more information, please contact the following: 

DepEd Task Force COV1DI9 
Bureau of Learner Support Services-School Health Diololos )BLSS-SHD) 

3rd Floor, Ilabini Building 

Department of Education Central Office 
DepF.d Complex, Met-rico Avenue. Pasig City 

Telephone No.: )02) 8.632-9935 
Email Address: medicat.nursingideped gov.ph  

Bureau of Human Resource and Organizational Development 
4th Floor, Mabini Building 
Department of Education Central Office 

DepEd Complex. Meratco Avenue, Pasig City 
Telephone No. 02) 8-633-7237 

ttorail Address: hhrod.odib:deped.gsv.ph 

7. 	This Order shalt take effect immediately upon issuance and shall remain in 

force until the State of National Emergency has been tilled by the President. 
however, to avoid risks of vst,nsurv. and to allow for the proper dvterm:natian and 
understanding of alternative work arrrnrgenments under these guidelines, the status 
quo on work snsngements for officials, teaching and nonteaching personnel in 
the entire DopEd nationwide is extended until June 21, 2020. All teachers in 
DopEd schools nationwide shall continue to work from home until June 21, 
2020, except those authorized by the Regional Directors to render work in field 
or school in tight of the ongoing enroilniest, subject to strict observance of 
COVID'19 health and safety precautions. 

S 	lm:mnmed:,mle disscroa,atmwm oh a_nd strict compliance ss'irb his Order arc 
directed. 

:

A 

DepEd Memoranda Non. 043, 052,054, and 056 a. 21120) 
Tin be indicated in the Perpetual Index tinder the following stmbjrcts' 

ATTENDANCE 	 SCHOOLS 
I3IJtcEAUS AND OFFICES 	't'EACIIEtCS 
EMPLOYEES 	 UNITS 
OFFICIALS 	 WORE I tOURS 

7M '77 
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Enclosure No. 1 t DcpEd Order 30 .011. a. 2020 

REVISED GUIDELINES ON ALTERNATIVE WORK ARRANGEMENTS IN THE 
DEPARTMENT OF EDUCATION DURING THE PERIOD OF STATE 

OF NATIONAL EMERGENCY DUE TO COVID-19 PANDEMIC 

- 	These guidclinrs provide Ni tire work arrangement. In the Department of 
Education (DopEd) pursuant to the Civil Sen.'ice Coznrtrissrnri (CSC) Mrttsorandum 
Circalar (MCI No 10. a. 2020, or the Revised lnterint Grridrlirie.s for Alternative Work 
Arruflyeaieiit$ tine! Sup/tart nlrsehnniom.sfor Workers in the Gsivrri,iicirl Users9 rite tOned 

of Stole of Motional Rorerpersry hors to (2/WIG-19 Porrdersre. and the Inter-Agency Toot 
Force for tile Mast:rgcrtrct:t of Emerging Infectious Diseases (hAlF) O,,rriibrt.s Guidelines 
.,, ,he tniptearentalins of cosrmurrity Quarrerlirrs in tirr Piolrpprtssa (with Amendments as 
of June 3, 2020(. thereby arpriolieg L)npkrl Merenr:lrrdurrr (CM) No. 043, a. 2020 

Guidelines on the Atlernsnlrc'e tl'o'k Ainarrgemcnto in the Doprrrtrrrrrr( of lfs/srotins is Light 
0/tire COh1G-J9 Stringent Social Disranein0 Measures). GM 052. a. 2020 (Advisory on 
I'/o,h ltrror'.qera-Is is lIre Dopurltss'rit afflr)rrculrorr is Lr5jhl of (decent Oerrloptursts or 
the alvin. to idotrrr/ion), DM 054.a. 21120 )Rs-rtenrstian ofAthnisontros Work rinrnerqeme,rio 
in the Deportment of &Irreotion in Light of Recent Dernelopmentts in the C0V0-19 
Situation), and GM 056. s. 2020 (Advisory on the Extension of GM 054, n. 202% 

2. 	For purposes of these giiiilrlitrrs, tire frillirwing terms are defined consistent with 
tlte IATF Omnibus Guidelines and the CSC Guidelines, an follows: 

a. Enhanced Community Quarantine (ECQ) - refers to the implementation of 
temporary measures imposing s:nngenl limitations on movement and 
troiis,ioeiairo:i of people, ntrir -I irgtrlalioias of operating itrdttatnra. provision of 
food rind essential crevices, arid heighietmrrl presence 01 crraforrned personnel to 
rn/once 00000UontV lfaaraoiioe iirOlocol. 

In. Modified Enhanced Community Quarantine (MECQ) - refers to she tranailiot, 
phony bctwona ECQ and General Cnrnnnnrniry Qncir:oilii:o (0001 when the 
following lelnparray measures are relaxed and become less necessary: slringrrnt 
loisis on :000einer.i and trannpnrroTion of people. 0mb regulation of operating 
indsoreres, provioiolt of food and ronrneial srrviecn, and heightened presence of 
rmsiforoted personnel to esiorer community qsisrslslirtc protocols. 

General Community Quarantine IGCQ) eileen to he itiipleaieotatiair of 
trn,00raeV measures limiting movement stun) transportation, regulation of 
operating indrrstnrs, atsd presence Olusifor ned personnel to enforee community 
rpiarariiri'.r protocols. 

ii. Modified General Community Quarantine (MOCQ( - refers to a transition 
Intone betinentt (309 and New Noesnal, solicit tIne followinig temporary ntteanuern 
are rrloxenl antI breonic less necessary: limiting movrtnetnt arid transportation. 
the regulation of operating industries, and (Ire presence of onilonned personnel 
to eafnrrr eomtnritut-y qoaraintion- protocols. 

n. Minimum Public Health Standards refers to gsiidetitnrs srI by t)npartnnnost of 
Healllr )GOUI rim Administrative Order No. 2020-01 S. as well as neetoe-eelerane 
guidelines Issued by national government sgrorirs, to aid all sectors in all 
sell:tlgo to l.tnplentreiit non-pinarrernceatical interventions lEFTs), which refer to 
public health measures that do not ios'olvr i.neeioes, medications or other 
jr!iatiiiai'rulicanj itllerscrhliolis, which individuals and communities can carry out 
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in order to reduce transmission rates, contact rates, and the duration of 
infectiousness of individuals in the population to mitigate COVID-19. For this 
purpose, the Department of Tourism and Department of Public Work* and 
Highways are recognized as the sector-national agencies with respect In tourism 
and c005lrr1clion, respectively. For home education, it is DopEd, and its sector 
relevant gsiclrlioes shall be issued an Required Health Standards is Schools and 
Offices. 

f. Alternative Work Arrangements Work aeraegciecnls identified by the CSC 
lint gsvrrnmeni agencies such an lily l)cpErt may adopt individually or in 
onshnotinii daring the period of State of Notional Emergency due to COVID-l9 

Pandemic. These include Work.From.11orrie, Skeleton Vorkforec. Four-day 
(compressed) Wnrhrscrrk. Staceered Working Hours. or Other Alternative Woris 
.Arrongeincnrs a1s1irnperotr/apphieshlr to the agency subject to the prevailing 
-in unity quarantine and the nature of work/job performed by the employees. 

3. In its implementation of the Alliiiiilive Wish Arrangements, DopEd shall 
continue to be guided by the following framework; 

a. Strict obonrconce of applicable pubiru heirlIli measures; 

K Crintiorrity of delivery of Oept'A essential services and priority programs. while 
observing the required health standards; said, 

c. Consistency of the actions of each official, teaching and nrtnteaching personnel 
in the content of work and private activities, to ensure that public health 
objectives are achieved and not compromised by inconsistent actions and 
behaviors. 

4. All DcpEd personnel i  are expected to make thrnssrlcro available during the 
working hours and to perforce tasks to the Cull -tent possible in terms of person-days 
pei work week. At the sortie time, they are expected to observe honesty, integrity. itiii 

cfres:osaliniri in the conduct of their duties such that goverstoeril hint, ruoriey. and 
resources are employed and used efficiently, hiorrcrtly, and economically, to avoid 
wastage of public lands. 

Scope 

5. The alternative work arrangements stipulated in this Mrtriorandum coven all 
renrlircg irish nismiieaching peroonne.t. i.cluding Coictruct of flnrvice (COSt and Ink Order 
1.101 c , rvonnel, in all DepEd offices at all goveiicimc:r' t,n,'ts, nut null pinhilir rheicrotory 
and secondary schools and community framing centers (Cl.Cs). 

Continuity of DopEd Program, and Services at All Level, 

h. 	The Secretary. tittdgrsecrrtarrrs soc Assistant Secretaries. Bureau and Service 
Directory, Regional Directors. and Schools Division Sniperitieesdetrts moot ensure their 
uri'uil;ilcIts roe ulrcivicc.meaking sort rOecnice vuupr'rvisiocof:ill ucorlu irrarigeorerrls at all 

LS 

Purlsisuisiy ot thr.n Ia:driisve. 'prrsnooci' rirtr to Onto tc.rraaic out iic.i'.raiu.,:i en,,. 
qaaJTui m c;.licc icart'.cs;reac"ieg porrOveel rt vootelilung primninai. 
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Y. 	llcado of sIlicon' shall give priority to the delivery of the following sanentlal 
services within the Department of Education: 

. Health and emergency frontline services: 
b. Operacionaliostion of the Basic Education Learning Continuity Plan BE- LCPj for 

the School Year 2020-202L; 

c. School operations and activities stipulated in school calendar per Depfid Order 
001 So. 007. s. 2020; 

d. Services that support the oltove-ntrntii,netl and tither grnrral ,qrrrationn such as 
Ittit nor limited to; 

i. Adroioisttative and Security Services; 
ii. l'ioaocial Services; 
iii. Huirciri lie-source Mar,agrtttc'il Services; 
iv. iofonrnatioti, Communication, and Tcchnololty Services; 
V. 	 Planning Services; 
vi. t.rgai Se-fliers; 
vii. Pul,Iic Assistance Services; 
viii. Procurement Services; ix. Stuff assistance to Executive Decision-Making; 

and 
x. 	Other critical seniors to be ide-stifled by thc lIe-plOt tot, ,iit,r(ClTIcIt. 

S. 	In addition to the prevailing quocont:ne classification in the locality, the following 
yarameters stroll also be considered in deciding on the appropriate operational capacity: 

i. Office mandates; 
ii. Exigency of the service; 
iii. Funerions/processeo/nervicen that can only be rendered within 

office/schoot/CEC premises or in the lie-Id; 
iv. Functions/proersses/nerviees that can he rcndetrd through online 

plotfornis or other strategies; 
v. tmptettteotation of required health standards in the workplace and 

schools: and, 
et. 	Other directives that may he assigned by the heads of offices in the 

Central Office (CO), Regiorcit Office 10), and/or Schools Division Office 
ISDO). 

9. 	Heads Si offices shall macnec oppeopeinte workplace conditions for the optitnol 
productivity and safety of the perstionel, and ensure smooth transition of work 
aperatiooa and scott, areengements in cane of changes in cootmuisity quasantisir 
classifications. 

to. 	For schools and CLCs, the scnrh priorities shall be nnehoeed on the 
operatisnaization of the t3E-LCp and School Calendar and Activities for SY 2020-2021, 
including: 

a. Conduct of enrollment: 
b. Participation in orientation, training, and capacity building activities in managing 

multi-modal Irartoirig delivery options; 
c. Preparation of itiotrttctioriid rnutrr.ols; 

1:51 Ci, i,.ioctv n(Uosc SaidrIdic.  loads 010lilrrserkr to dir 	s'riCit',ioir C: roy 0oiiccass triO, to 
tb crosS O:ticv R'UI. leodo Ot artistS triers to tte 005,01st, 0' rt, dri,......Cit usdesriiv,oryL&ttistart 

0:10cc 1101. 'beirUt 01 010103 train to ar tot. elide tel Oi'JiaaIl LiiVlsic: lilaCs 50113?. leads 01 na,cvt ' 
 retool olin $25,. 	
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d. Planning the organotation of Is its consideration of learning delivery 
modalities to be employed; 

c' Assisting in orienting parents on elfertive facilitation of home-based earning; 
f. Facilitation of enrollment of kurners for SY 2020-2021; 
g. Preparation of burners for the forma1 start of claoscn, 
It. Gathering of data on the specific contexts of their learners (access to 

technological gadgets, rapacity of learners for independent learning, etc.); 
L Porucipatlon in the tanyivits lesksrelo and tiptss ftsllk lisltwrlci activities; 
j. Completion of FfPMS requirements of the SE 2019-2020 per 01st No. 45. s. 2020, 

and further guidelines that mo_v be issued: 
It. Preparation for the initial activities of MIS for SE 2020-2021 aligned to the 

teaelungIrarnirig modality activities rrqo red; 
1. Compliance with required health standards; 
in. Rcpartotial requirements; 
n. Other tasks that may be assigned is support of the tiC LCP and COX-ID-14 

pandemic response; and, 
a. Other directives that may heossigr.rd by the hoods of offices in the CO. NO, 

and/or $00. 

It - 	Adhering to the principles of School-Bused Management SOMI and Stakeholder 
Engagement, srhonl/CLC heads shall rvi,titltce iheir stakeholders and allow- or 
roatciuttitv 1i0i tiritiatias toetfeciivrty facilitate and atiplemetti the essential services. 
i,ri,ci''isi's,and iragriatis 

Work Arrangements Indicated by the LAIF and C&C under Voalosa Quarantine 
Clsuffleaftona 

12. 	The lA'l'F (Jmrehss Oaoleone.s on liii' /sifilo-eieotntiae of Csoinissity Quororilisc' is 
the Philippines, )n'iili Ator,idiarnts as of June 3. 2020) indi-te the following sllswoble 
tvorkfnrce under various quarantine classifications: 

5. ECQ and MECQ Agencies and instrumentalities of the government. including 
GOCCs,acacll as LOUn, may operate with a shetetwt workforcv in combination 
with other alternative work arrangements is approved by the head of agency. 

b. OCQ Work in all government officer may beat full operational rapacity or tinder 
such alternarive work areaitgeitmeimtsur agencies may deem proper it' orrordomice 
with the relevaat nibs tutU megubatmatis iscut-sI by the Civil Service Coltultlsslas 
(CSC). Provided, ticmt for i,ffi,'rs requiring employees to report lihyss'a:ly, 
cotiutanciotsed cttuitle ocnnces as cvcll as puami-Lu-poiimmt transport scn'icts nsay 
be provided. 

MOCQ - Work in government offices stay be at full operational capacity, or tinder 
such alternative ivarh arrangements as agencies may deem appropriate in 
accordance tci'.b Ilic relevant roles and regulations issued by the CSC. 

it. Post-community quarantine scenario Areas where to romitttittit'y quarantine 
is in place colt 1w roosulered as being undre the New Nomnol, The tATE Omctiilimis 
Guidelines defines the New Normal as referring to the rnicrguotg behaviors, 
sitmiatloas, total smmnusi public health standards that will be mnstttutlavalizrd 
is common or routine practices and remain n-en after the paticlenuc while the 
disease is not totally eradicated through means st:rh as widespread 
tnimutuastlan. Thesn include actions that will Itresair c-i ti-il c.i:tire in the 
general public as well as policies such to hi:ots sit lit ye g.ill:vr:i:g'. Lb-it will 
continue to remain in force. 

- i 
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13. 	The CSC Guidelines, no the other hand, identified a number of olteroairvr work 
arrangements. npeciliealtv: Work from Home: Skeleton \Vorkforce; Four-day 
)Compressedl Workweek: and Staggered Working Hours. The CSC also provates that 
agencies inav use a combination of the enumerated work arrangements or adopt 
alternative work arrangement, other than the enumerated work arrangements 
that are appropriate/applicable to their functions as well as their plane of work, 

subject to the p—iling community quarantine. 

Alternative Work Arrangements 

4. 	All (toderseerctames. Aosioliinl Secretaries, and Regional Directors ore hereby 
directed 10 clrtecinioc the appropriate work .rniuigemeittn in their respective 
jurisdictions. based on the prevailing enmosimity quaranLkte classification in their 
location and their work priorities. 

IS. 	The determination of the appropriate work arrangements shalt he gukled lie the 
following indicative workforcn levels: 

a. Under ECQ and MECQ, DopEd shaJJ operate with sksleloo workforce to provide 
toe essential nerereea. the rent of the personnel shall be under WFH arrangement. 

b. Under OQ, in order to limit exposure and rostice physical distancing. the 
nomtrcr of personnel phyoiealty retorting  to roach chall nor eseced 510% of the 
total workforce of the officnlochool/CLC. 

c. Coder MGCQ and peat-community quarantine scenario, ttcpF.sl inay operate 
at lIre (till opesrtioozil capacil as nitty be allowed by required toatIth stiundorrl, 
rncturtrrig plrisrczrl distancing protocols and artopuon of appropriate work 
areangemeats. 

Itt. 	The work arrangement maybe any era ronibination of tire following alternative 
work wcemngenreonn adapted hoar, rile CSC MC No. 10, a. 2020 or tire Ro:eiorrl Sited,,, 
Cirrkleiiseofoe ,'ttteenatire tl'oek Ar,-anqemrcota and Support .ttfeetioari.sra.s for lt'oekero iii 
the 0orternnnenct flaring dint Peei,d of Strrte of r'froiosot Emergency LIlac to COVJ.D-1 9 
Pandemic, ottbject to the indicative workforce leorla under paragraph 15: 

a. Work-From-Home (WFH) - refers to output-oriented work inarangearerrt that 
artlhonees The personnel to produce outputs/results and aernmptishments 
cortaide of the office or ogtnoal/CLC. 

r. 	Work.feom.home aerangennenta may be allowed for the following tasks: 

I) tfeneareh; 
2) Inaltcy  fosraulatioin/rrvirofamnndnrieor; 
3) Prejeet work. inelorliag but not limited to. drafting of 

proposals/project studies/training modules: 
4) Data enending/proeessing; 
5) Adjudication of eases or review of eases. including legal work; 
6) Bridget ploeraiog and forevanting; 
7) Recording, examination and interpretation of financial records and 

reports; 
8) Evaluation and formulation of accounting, aaditiag and inairagemenr 

central systems; 
9) Computer programming; 	

I. 
10) Database maintenance: 	 ,. j'9 •  f"y'% 
II) Design work/drafting of drawing plans: 
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12) Preparation of usformation materials; 
131 S idig/receiviog e-mail. 
141 NIl tasks, e.g. computation of leave credits, preparation at payroll 

etc.. as the ease maybe; and 
151 Other analogous tasks which require the use of a computer and the 

World Wide Web (Internet) for reading, encoding, printing or 
submission of written outputs for the review, evaluation or final 

presentation /assessment of the immediate supervisor. the head of 
office or he nialsagement 

ii. 	In the context of DepEd, in addition to lIst' tasks ahove, Ike etindurl of 

teaching and learning that can be done remotely, whether for professiveal 
development or for formal and nonformal education, may be allowed to lie 

accomplished under a work-from-hutnr arrangement and thus deemed 

analogous ease. 

iii. 	To facilitate this arrangettient, heads of offices and sclsoel/C1,C heads 
shall ensure the following: 

I) Personnel arc given tasks to be performed to the full extent possible 
Iii lertt:s of 1—sort-days per win'kwrrk, 

21 Personnel under WFI-t shell make themselves availahle and accessible 
during working hours, and must he able to respond to directives, 
requests, and queries ttsnoigb agreed modes of—in—ti—ti— with 

their immediate supervisor and co-workers: 
3) Per'ssruiel have access to or air provided with appropriate 

communication equipment or facilities to facilitate coordination. 

	

consultation, and administrative processes. 	Provision for 
cuietnurticauoti expense shall bit provided pursuant to DO 17. s. 
2019,D0 004, s. 2020 and OM.08EC-2020-007, and subsequent 

issuances that may be issued for this purpose; 
4) Work schedule vhall he odcd by the following: 

a) 'rbc eight 18)-time workday shall be observed; 
h) Flctdhlc working hours shall stilt apply starting from 7:00 a.m. to 

9:30 ,.rs. emitS 1:00 p.m. to 6:30 pin.: 
'the time and aesrnda:ice or the actual dine log (iii mid out) saull 
be monitored as reflected in the Omce/School/CLC Workweek 
Plan iEnclosure No. 2) and Individual Daily Log and 
Accomplishment Report (Enclosure No 3) Os appronsit by the 
head of .flier; arid 

dl No record of aecont1itishwcvt olravs no work tins bcvn performed 
for the day, thus, subjecting the staff to absence, 

iv. 	In addition to personnel authorized to be under \VFII arrangement. 
personnel who meet the following criteria shalt be under VFll 
arrangement, except when their services rendered physically in the 
office/school are indispensable or when office work is already pectttitted 
for all: 

ii Personnel who are 21 years old and below; 
21 Personnel who are 60 years old and above: 
3) Personnel who are at (ugh risk of infection, including but not limited 

to pregnant women, those with itnmuttodettcieocv. coniorbidities, or 
other health malts. Ilnevics and/sr per-existing aie,dnral conditions 

eviiivero:ed in trio -T b: of TIM No 01% 1 7(12(1: rt'lVlt3tq 
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Suspect Case and COVID-19 Probable Case, including those who 
reside with the Suspect or Probable Case; and 

41 Personnel who encounter difficulty reporting to office or ochot/CLC 
due to the imposition of strict home and/or beat community 
quarantine, curfew, limited or no access to any available modes of 

transportation options, and/or other regulatory limitations on 
itntcrrnutttntpality/ city travel. 

b. Skeleton Workforce (SWF) - refers to the operational capacity which utilizes the 
smallest number of people needed for a business or organization to maintain its 
basic functions. In determining the composition of the skeleton workforce, heads 
of offices and schooljCLC heads shall be guided by the following parameters: 

i. 	In the identification of the personnel who shall be included in the skeleton 
or physically reporting workforce, the individual personnel's roles and 
ftnncbions, health and safety conditions. and transportation 

arrangements, shall be considered: 

I) Personnel whose tasks can only be rendered within the office or 
school/CLC premises, may be required to physically report to their 
respective work stationts. 

2) School/CLC personnel may be allowed to render services and perform 
tasks in the school/CLC premises when a WFH arrangement or onl:ne 
modality is not feasible based on the assessment of the Sort. 

ii. 	Health and safrty conditions mid travel limitations shall be taken into 
consideration in identifying the personnel who shall form part of the 
skeleton workforce. Offices shall endeavor to provide transportation (e.g., 

office shuttles, transportation allowance) and accommodation (e.g.. 
dormitories) support subject to existing guidelines. 

iii. Issuance of a travel/office order approved by the head of office and I/nIP 
certification/ pass, in addition to the DepEd ID for proper identification. 

iv. The daily work schedule shall be gvtidcd by the following: 

I) 	For personnel physically reporting to the offive/scltool/CLC, the 
workday may consist of six (6) hours on site at the work station and 
two (2) hours on WFH arrangement. This is to allow sufficient time 
for travel given the imposition of curfew (tours, linntitcd omens to 
transportation, and other regulatory limitations on the inter-zonal or 
cross-border travel; 

2( The time and attendance or the actual time log (in and out( shall be 

monitored using the log book or other Daily Time Record (DIR) 
mechanisms that will not require contact, and as reflected in the 
Offlee/School/CLC Workweek Plan lEttclntsure No. 21 and 
Individual Daily Log and Accomplishment Report (Enclosure No. 
31 as approvrtl by the head of office, and 

3) No record of accomplishment means no work has been performed for 
the day. thus, subjecting the staff to absrnrr. 

e. Other Alternative Work Arrangements refers to work arrangements (hint art 
appticat,tv/at,proprizste to DepF4's functions as well as the place of svortn other 
ttitint thy ,il,ovcenunnneraied iirriusgetnnennto. The following alternative work 

arrar:Crniirniis Inlay lie anlinptrd for l)epEil: 

i 	Five-Day Physically Reporting Workweek on Two-week Shifting or 
Rotation it is a system of rotation of work that will ensure reduced 



person-to-person contact and rxposure, observance of the 14-day 
quarantine period due to probable exposure, and easier contact tracing if 

any personnel is inlbeted or suspected to be infected. 

Table 1. Ittoatrotico Esoxtple of the Trio meek Shijksrj or Rototis,i of Work 

Batch 	Week 1 	Week 2 	Week 3 	Week 4 

Personnel A. IF, C 	
Phyoreat 	Physical 	

WFU 	WPH 
Reporting 	Reporting 

Persr,otrel U. L. F 	WPH 	WFH 	
Physical 	Physics I 

Reporting 	Reporting 

In this alternative work arrangement, heads of offices shall observe the 
following parameters: 

1) A system of rotation shall be established such thaL an individual shall 
be in contact and exposed only to a specific person or group of 
persons; 

2) Switching of rotation shalt only be allowed under exceptional 
t-irrttmoroncc'o, such as but riot litttitrd to tiralth, safety, or other 
compelling personal reasons; 

31 The workforcc is divided into two batches. The number of personnel 
physically reporting to mark for each botch shall not exceed 50% of 
the total workforce. 

4) After completing the two-week physical reporting rotation, the 
personnel shall observe home-quarantine for a period of 14 days or 
two )2) work weeks while reporting on a WFH basin; 

5) Personnel shalt he allowed to resume physical reporting to ottire or 
school only svhcti there is no triajofeotatiori of any CtiVlt-rvlstcd or 
COVII.)-hke symptoms; and 

h) For personnel physically reporting to the offlec/school/CLO, the 
workday may consist of six (6)-hoots Ott-site at the work station and 
two (2)-hours on VFH arrangement. This is to allow sufficient time 
for travel given the imposition of curlew hours. limited access to 
irancp.,rla I,,,,, ,.v,t aIh,-rr,-ja,Iatarv I,wrratianq an tt- i?iflflUI?? 

cross-border travei. 

a. Fom'-Day Physically Reporting Workweek and One-Day WPH on 
Weekly Shifting or Rotation of Work - it is a system of rotation of wont 
that will ensure rethiceri prrsoti-to.person contact and exposure, and 
observance of a period of hosm quarantine and self-monitoring following 
physical reporting to work, and raster contact tearing if any personnel is 
infected or suspected to be infected. 

Table 2. fl).vtroticv ttoanipt,- of nIne tVeeklni Skiffinnq or Rais"oi nj ti/orb 

Batch 	 Week 1 	Week 2 1 Week 3 1 Week 4 

Mnis mit: 	 Mon Tint: 
Physical 	

- -. 
	Physical 	

lit 
Personnel A. B 	Reporting 	WItH 	

Rrpcnrlit:g 	WFH 

Pci; WFI-t 	 let: WFH 

iI 1  /!\ 



Batch 	 Week I 	Week 2 	Week 3 	Week 4 

	

Mon Will 	 Mon WFII 

Mon - Cci: 	 Mon - Fri: 
Personnel C, D 	Tue -Fr,: 	

WFII 

	
To -Fr,: 

	

Physical 	 Physical
Wrif  

	

Reporting 	 Reporting 

Mon -Thu: 	 Mon -ma: 

	

- 	Ph algal 	
hI 	Fri - 

	

PH 	

Physical - 

Personnel E. F 	
- 	 FH" 	

Reporting 	
°° 	

Reporting
WHI 

Cci: WFH 	 Cr1: WFH 

Mutt: WI'!! 	 Mutt: WI-Ill 

Personnel 0, Il 	Mo : trt 	Tue - Fri: 	
Mon - Cs 	

TUC - Fri: 
Physical 	 Phys,rol 

Reporting 	 Reporting 

In this type of alternative work arrangement, heads of offices and 
nehool/CLC heads shall observe the following parameters: 

II A system of rotation shall be established such that an individual shall 
be in contact and exposed only to a specific person or group of 
persons; 

21 Switching of rotation shall only be allowed under exceptional 
circumstances, such as but not limited to health, safety, or other 
compelling personal reasons; 

3) The work-force is divided into (stir batches. The number of personnel 
physically reporting In work for each hatch shall not exceed 255, of 
the total svorkforce; 

4) Each batch shall phyaicstlly ri-purl at work li,r flair 141 tInes. After 
physically reporting ts work, the t,erac,nnel shall be required to be on 
I,uaic qutirtuti Its for a period of tO cal—das days while repenting on 
a WPIt basis during workdays: 

S) 	t',:roonocl ,,holl to: ,,llw,,l to crams,: phyaicol r,:pt,rtiog it, ottt,:,: 

school/CLC only tvhrtt there is no manifestation Of any COVID-
relaled or COVID-tike ayalptoots; and, 

6) For personnel physically reporting to the affiee/st:honl/CLC, the 
workday may consist of six 61-hours on-site at the workstation and 
two 121-hours on VFH arrangement. This in to allow sufficient time 

for travel given the imposition of curfew hours, limited access to 
transportation, and other regulatory limitations on the inter- tonal or 
cross-border travel. 

ii. 	Four-day (compressed) workweek, staggered working hours, or t,ther 
alternatise work arrangements as described in CSC MC No. 10, s. 2020 
may .1— 1- considered. 

Safe Return to Work 

17 	Harto,rf attire', 	a cr1 u-1m1 / ft.f to-amIm, ,,te,ll emt1,lrmm,rs: I'm,' billowing 

NMI 
Crreamlrinmmnn nmrar.I,rrg itt thrir areas of rrr.pnositmibtv- 

,v,, 



.'Disinfection Diofection or detammation of Ito buildings, facilities, and office vehicle..
b. Disinfection should be part of the regular maintenance and upkeep of the 

nfliceJsehool/CLC. 

c. Conduct of regular health status check to ensure that no one is exhibiting any of 

the nympLoms of CO'tD- 19 disease. 

d. Modification of the workplace layout to ensure observance of physical distancing 
requirements of those who will be repsrting to the office. 

Itt. 	Reads of offices, and achool/CLC heads shall implement the required health 

standards at all times. 

9. 	Heads ci c,ffiyes, and ocliool/CLC heads shall conduct meetmgn utilizing 

vidcoconfrrencing/telrconfereticiog technologies, whenever applicable, minimizing face 
tn-face interaction among personnel, and adhering to INIT and DON restrictions on 
mann gotlieeii:gs. 

20. Heads of offices and sehool/CLC heads shall itnplctttrnt henith/poychiccwioi 
support interventions to personnel like health and wellness sessions, stress debriefing, 
among others. 

Performance Monitoring 

21. t'c'rinrmancr monitoring and attendance mechanism shalt be followed regardless 

of the type of alternative work arrangement to he used. 

Table S. Snscmarq a Alternative Work Arrangement l'onns' 

	

Dcoumet 	Prep.rcd by 	Approved by 	Submitted to 	Schedule of 

Preparation 

Dfllon/School/ 	lead of 	lIned of Office 	Personnel 	Beginning of 

Ct.0 Workweek 	Functional 	 Div/Section/ 	week 
man 	 Offices' or 	 Unit 

(Ssdoswe Vi. 2j designated 

stall 

Individual 	Individual 	Head of Office 	Head of Office 	End of week 
Daily tog and 	staff 
Accomplishment 

I Report 
(E,cfr.uri' No .51 

22. Heads of functional offices, in consultation with the individual personnel, shall 

set the office workweek plait considering the type of alternative work arrangements 

adopted. 

a. An Offlce/School/CLC Workweek Plan (Enclosure No. 21, indicating the 
consokdatgd individual personnel's targeted deliverables and schedule booed on 
the alternative work arrangement adopted by the office or school/CLC, approved 
by the Itrad of 051cc, shalt be subttsitted to the respective t'ersonnrt 
Division/Units. 

ta:,,ri,IL tic nUbO:ittctl to PstO,,se: ttiO]t,00j5OCOOI/LO,t Os s5005rnflgticoorneotsto monthly tail5 Tire 
Record (0101st ,r,nooer 

- en, the rnoevfc 51 lose tutirtinrc. 	or i,,ertionaI ,,51,vC rot,, a ,Iici,iaa vhicio Ti iSo ltosdn Oct 

S I I C4 	 ,I 	 flu 	 I 5 	 5 attic1 	I If 'd,  



h. The individual personnels performance target/s and expected oulptit/s for each 
week shall be agreed upon by the personnel concerned and the head of the 

functional office or their immediate supervisor. 
c. Prior to the opening of the school year, individual workweek plans and target 

outputs 01 teachers ohall include the relevant tasks enumerated under the 

Conlinuiltj of DopEd Programs and Services at All Levels section of these 

Guidelines. Upon official opening of the school year, teachers shall perform tasks 
aligned with the learning delivery modalities adopted by their icapcctivc schools 
consistent with the BE-LCP cad RPMS-IPCRE requirements. 

23. Ileads of functional offices shalt ensure Ihat all personnel are provided with 
appropriate tools and equipment to perform their respective functions whether no-site 
or off-oite, and are given udsquuts itifoutation and orientation to understand the work 

arrangements and mechanisms adopted by the office. 

24. heads of functional offices shall monitor and oversee the individual personnel's 

performance and well-being. 

a. A moonitoritig and reporting mechanism shall be adopted to validate the 
performance of assigned work and functions, and ensure the delivery 01 
committed tasks and nuipuls. 

It. Regular alignment meetings within each functional office shall be done to ensure 
regular monitoring, reporting, and consultation as well as keeping track of 
individual personnel's health and well-bring. 

25. At the end of each workweek, the 3ersonnel shall be required to submit its 
Individual Dotty Log and Accomplishment Report (Enclosure No. II,  indicating the 
occoteplisl.msrmtt of agreed target and outputs as rvflvclrd is the Olfice/Schtooi/CLC 
Vorlcwerk Pliut. The scorkwrek plan and individual personnel's accomplished outputs 
shall be the basis of the weekly perlormaacc monitoring and assessment by the heads of 
the funetionir office or srhoot/Cl.0 or immediate supervisor/ raters. 

26. I leads of offices or sehnol/CLC heads shall approve and ccrti' the submission of 
the electronic copies of file enclosures with their digilal/rleclrorac signature. espei:ially 

ii, cases lere the individual personnel is under WEll arrangement or exempted tO 

rm-Ioirt as Skm-:eti,n/Physmt'ally Reporting Workforce. The individual personnel is allowed 
to sign the original printed copies when such is already feasible. 

Work Hours 

27, Section 5, Rule XVII of the Omnibus Rules Implementing Book V of RO 292 states 
that all government officials and personnel are required to render right 8) working hours 

a dos for five (5) days a week, or a total of 40 hours a week excluding time for lunch. In 
compliance thereto and to the provisions set forth in CSC MC No. Ill, 5 20211, the 
guidelines in the succeeding section on Attendance Monitoring are adopted relativr to 

work hours during this period of national emergency situation. 

Attendance Monitoring 

28, Atteotlsrier Mototio'isg shall be guided by the foltvwiitg 

a. The little still attendance ot the actual time log Its and antI, regardless of 
alternative work arrangement, shall Iw mnc,nitt,red lIning the Offlce/School/CLC 
Workweek Plait lEocicsuer No. 2) and Individual Daily Log and 
Aceomphiehmeot Report tccetvstv'e No 31. a, .ipp"o'rd by tie 11-d of Cthiyr. 



b. Personnel reporting for duly, whether on-site or off-site, shall check-in with their 
immediate supervisor through the agreed made of communication to record their 
actual time log (in and out); and reflect the same in the Individual Daily Log and 
Accomplishment Report (Enclosure No. 3). 

c. No record of time log and accomplishuient shall neon that no work has brett 
rendered/ performed for the day, thus subjecting the personnel to absence.  

d. Personnel shall ensure that they are available during the agreed working hours, 
and readily accessible through agreed modes of communication in order to 
respond to directives. requests. and queries. 

e. Aside tram the submission of Individual Daily Log and Accomplishment 
Report (Enclosure 90. 3). personnel assigned as skeleton/physically reporting 
workforce may also record the actual time log on the days they are physically 
reporting 55 work rising the log hook or other Daily Time Record DIR) 
mechanisms that will riot require contact. Use of biometric machines is highly 
discouraged during this period to minimiec contort. 

I. The CSC F-'t,ris 48 to Gte DIR of litose who lana port of the skeleton/physically 
reporting workforce shall reflect the report of the hours of work performed by the 
personnel, record of which was tsatle daily at the time of arrival/time-in and 
departure/time-out from work station/office. The DIR, certified and approved by 
the Head of Office/Immediate Supervisor, shall be submitted to the Personnel 
Division/Section/Unit every 10th day of the succeeding month, together with the 
at,t,rovrtl lndivsittsl Workweek Arcomplishment Report. 

Overtime Services with Pay 

20 	The rendition of overtime services and the corresponding remuneration, either 
through Compensatory Time Off or Overtime Pay. of personnel under the alternative 
work arrangements shall be lit accordance with CSC and Department of budget and 
Management (DBM) Joint Circular No. 02,o. 2015 (Policies totrt Guidelines on cA.srrtirne 
Services and Ooeetitse Pay foe Goeertvtsent Employees) and 00 30, 5. 2016 (Policies and 
Guidelines on Overtime Services and Paymenr its the Depccrtmctrt of Educariosl as 
amended by DO 5, a. 2019, an well as other relevant and applicable rules and 
rt:gulstiono, subject to availability of funds and the applicable accounting and auditing 
procedures. 

30. The Rtmreatt of Human Resource and Organizational Development (RHROD) and 
the Finance Service shall recommend the guidelines on overtime services and their 
corresponding remuneration for these alternative track asrattgrmarnls in light of like 
COVID-19 pandemic, in accordance with policies and guidance from the CSC. the DBM, 
and/or the Commission on Audit 

Leave of Absence 

31. The Department shall adopt the provisions under CSC MC tin. 08, s. 2020 or the 
Interim Guidelines as the Use of Leave Credits for Absences Due to Quarantine and/ar 
Treatment Rclttlimtr to Caeantteiemts Disease-2019 (COVJO-lO). 

32. For teachers, COVID- 19-related leave and/or absences beyond those that fail 
tinder excused absences pursuant Is CSC MC No. 08, 5. 21120 shall be charged against 
their accumulated service credits. 

33. Personnel who underwent treatment for CtJVID.19 shall submit the following 
requirements to Personnel Division/Section/Unit upon return to work: 

a. Application for Leave of Absence dttly appros'cd by the head of office: 

4!; 



b. Certificate issued by government/accredited physician that the personnel 
concerned submitted himself/ herself for monitoring/investigation, as applicable; 
and 

c. Medical certificate declaring that the personnel concerned is cleared to report to 
back to work. 

34. Personnel under WFII arrangement may still apply for leave of absences. 

Respective Personnel Division /Section /Unit shall allow online submission and 
processing of leave requests using electronic signatures, provided the concerned 
personnel/office used their respective official email address. 

35. The respective Personnel Division/Section/Unit shall monitor the 
implementation of the use of leave credits for absences due to quarantine and/or 
treatment relative to C(tVttj- 19, t,r,rnn,ar,i to (tNt: rules and other existing antI applo,able 
guidelines. limits (if offices shall ensure that efficiency and productivity work standards 
too met, and that delivery of public service is not prejudiced during the required 
quarantine and/sr treatment of concerned officials and personnel. 

Holidays, Weekend,, and Work Suspension 

36. In case the duty or work schedule of personnel under alternative work 
arrangement falls on a regular holiday, special nonworking day, and/or work/class 

suspension, the required 40-hour workweek shall be considered as complied. However, 
if the personnel are required to render work dui ing those days and on weekends. they 
should be entitled to additional compensat.nn like overtime or compensatory time off, 
among others. subject to relevant and applicable government rules and regulations. 

37. Teachers are not required to report for work on Saturday or Sunday, and learners 

shall work on assigned tasks for these day/s. However, should they render orrvii'e 
through the enndttet of distance learning activities as authorized by the SLdSs. they shall 
be granted service reedits authorized by the SDS5 as well. 

Haased Pay 

38. Personnel who physically report the work during the period of implementation of 
F,CQ and MRCQ shalt be granted hazard pay pursuant to Administrative Order No. 26 
(Aiiticccri.ainoj the Grccst of iiccrarcl Pciq to  Ooeeen,sroct Personnel Who Phyoirrctly Reportfoc 
Work During the Period of implemeowtioc of on IOtitottcerd Community Qsorcsrttitte 

Relative to the ('01'!!) 19 Outbreak) and Budget Circular No. 2020-1 (Guidelines act the 
Grant of COWL) 19 Hrizci,d !'aq), and as guided by OUR Mcctcoractda 2020-0128 and 
2020-01 70. 

Additional Allowance  

39. DrpEcl shall sittily the feasibility of providing tither additional allowances in 
support the personnel in rtfrrtivelyrarrvcng out the alternative working areangeoivnts. 
subject to existing government rules and regulations on eligible expenses. 

Technology and Equipment 

40. Heads of offices and sehools/Ci.Cs shall ensure that personnel have access to or 
.ire provided with adequate and appropriate communication equipment or facilities, 
such as computer/laptop, facsimile, telephone, or mobile phone, and internet access To 

fac titole coonilinailoni, vonsultatioo, and adi,iiiiisliaiiie pi oreoces. 

ithdW 



41 	The use of DepEd official accounts in accessing online tools, such as 0 Suite and 
Microsoft Office 365, and Farebook Workplace, is highly encouraged to ensure secure 
data back-up and privacy protection. 

42. Heads of offices and schoal/CLC beads shall ensure that personnel arc 

etiparilalrd/oriented on the online platforms and tools to support them in 
aceomptishing their performance targets as indicated in the respective workweek plan. 

Transportation Arrangements 

43. For areas voiclec ECQ and MECQ. Depffd offices and sehools/CLCo are required 
to arrange/provide shutite services or varpoolo for the transport personnel, who are part 
of the skeleton workforce, to and from their residence and workstations. 

44. For areas under (ICQ and MOCQ, DepEd offices and achools/CLCS shall, as 
mitch as peaetieahle based on available resources, arrange shuttle services or earpoote. 
for the personnel who will be physically reporting to work. 

45. Strict health and physical distancing measures shall be followed inside vehicles. 

Monitoring and Reporting Templates 

'lb 	To crtaurc the a000th implementation of the alternative work arrangements. 
the following forms lo he accomplished are attached to this Order: 

Enclosure No. 2 011ice/School/CLC Workweek Plan and 
Enclosure No. 3 Individual Daily Log and Accomplishment Report. 

Monitoring and Evaluation 

17, 	The (311500 in the (:vntea Office, the Quality Assurance Division of the SOs and 
the School (ioverltanec Operations Division of the SflOs shall monitor compliance 10 the 
gstitlelinvs to ensure the unhampered delivery of basic education-nice., in schools and 
in t)epEd ofllees across governtrtttee levels. The BIIROD shall lead in the review of the 

implementation of this Policy. 

Effectivity and Transitory Provisions 

45. 	This Order shall take effect immediately upon issuance and shall entrain in force 
until the State of National Emergency has been lifted by the Previrlerit I los,esrr, to 

risks of exposure, and to allow for the proper determination and understanding of 
alternative work arrangements under these guidelines. Use stows quo on work 
arrangements for officials, teaeltittg and nonteachitig personnel in the entire DvpEd 

nationwide is extended until June 21, 2020. All teachers in DepF,d schools nationwide 
shall continue to work from home until June 21, 2020. except those autharizesl by the 
Regional Directors to render work in field or school in light of the ongoing enrollment, 
subject to strict observance of COVtll-19 health and safety precautions. 

49. All Undersecretaries, Assistant Secretaries, and Regional Directors shall supply 
the operational details in the 	 of these guidelines and shall submit a 
report to the Secretary, through the I3IIROD, on the work arrangements that they ,  will 

adopt and implement beginning June 22, 2020 for monitoring and records purposes. 

50. Provisions of these guidelines that become incompatible or inconsistent with any 
applicable future public health Guidelines or Directives by the D011. I/sIP or the 001cc 
of the Prestiletu, shall be attietitled accordirtglv. 


