
DEPARTMENT OF EDUCATION
R€8lon X-Norihcm Mlndan.o

DIVISION OF MAI.AYBAIAY CITY
sotry HUh@y, Putuk 6, Casitong., tuloidyd"y Clry

tdo dd'.$: d.'3llrebar'oon.irm: orf dar krcu lwdo.rfi Eh6.r4jd

DI},ISION MEMORANDT'M
N. al s.2ot7

TO

FROM

Encl

Copy fumished:
Records Unit
AO File

Chi€fEducraiotr Supervilon .nd Strff, CID rnd SGOD
School Eesd! (Elementlry and Secondrry)
S€.tiorrunit Hctdr strd Strfi
AII Othe6 Conc.rfled

o L. oPLENARTAe LPf, CESO !'I
DivrsionSupennlendent 

4
RE OBSERVANCE OF THE CSC POLICIES ON COVERNME{T OTTICE

HOURS, ADMINTSTRATIVE OFFENSES OF F'R.EQI-IENT TINAUTHORIZED
ABSENCES (IIABTTUAL ABSENTEf,ISM), TARDINTSS IN REFORTING
DOR DTTY, LOAFING FROM DTJRING Rf,GULAR OFFICE f,OI,RS, AND
UNDERTIMB AND DEPED'S POLICY ON ENGAGED TMEON.TASK

In compliance to President Rodrigo R. Drterte's call for 'speedy reforms' on ioproved quality
public service during the 2 Stde ofthe Nation Address (SONA), $is Office hcreby directs all
employees to obs€rve the Civil Service Commission (CSC) poiicies on gorrmrnent office
hours, administralive off€ns€s of frequ6* unauthorized absenoes (habitud abs€nte€ism),
tardiness in reportiog for duty, loafing fiom dunng regular office hours, and udertime in th€ir
res?ective office and schools as well as the DepEi's policy on engaged time-on-task.

2. tt is informed that dlis Ofhce has received information that there de emplorees who are not
obsewing the her€rn CSC and DepEd policies. For this reason, this Ofrce instructs you to
reiterate the important provisions ofthe CSC policies to all ernployees under your sup€rflsion.

2.1. CSC MC No. 01, s. 2017 - Reiterdion ofthe Policy on Govt'nmeft Offrce Hours; and the
Administrative Offeoses of Frequent Unauthoflzed Abs€nces (HabitEl Absenteeism);
Tardiness in R€portrng for Duty; and, Loafing from Duty during Regula. Ofiice Hours

2 2.CSC MC No. 16, s 2010-Policy on Undenime
2.3.DepEd O.derNo.9, s.2005 lnstttuting Measur€s to Incr4le Engage! Time-on-Task and

Ensuring Compl ianc€ Therewith

3 Moreover, you are advised lo institute improved systems in monitoring and elalualing the
employees in terms of adhding to the above.cited polici€s.

4. For infomdion, guidanc€, and complianc€

TO BE POSTED IN THE DIVISION WEBSITE
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MCNo. 01 s. 2017

MEMORANDUM CIRCULAR

TO ALL HEADS OT CONS'I'I1'UTIONAL BODIES;
DEPARTMf,NTS, BUREAUS AND AGENCIES OF THE
NATIONAL GOVERNMENT; LOCAL GOVETNMENT
UNI'|'S; COVIRNMEN'I-OWNED AND CONTLOLLED
CORPORATIONS WITH ORIGINAL CHARTER; AND
STATE T]NIVERSITIES AND COLLEGf,S

SUBJECT Reileration of the Policy on Govemment Ot'fice Houls: and rhe

Administrative Offenscs of Freouenl Unauthorized Abs€nces
(Habitual Absenteei$[): Tardiness in Reponine for Dutv: and
Loa.tins from Dulv durine Reqular Office Hours

k has come to the attention of the Commission lhat lhere are goremment ofEcials and

enlplolees who are not observin8 the prescrib€d office holrs and a.e not r€colding their
dail! altcndance in the proper tbrm. Likcuisr. unauthorized abs€nces. lardncss and

loafing tion duty during rcgular office hours are delrinentol to public sen'ice.

The Commission hercby reiterates the followin8 policy on goverulle olic€ hours,

inctuding the aforementioned administralive offeNes and their corrdponding p€naldes

l) On Govemmeit Office Hours, Sections I lo 5, Rule XvlI' Omnibos Rules

lmptem€ntirg Book v ofExcculivc Order No.292 providc:

''SECTION 1 It lh/Lll be thr &4'ol edch heod ol.Lpartment or
agenq lo fctluire all qfliccrs atul amploj'u:r un ler him lo :lrictly ohscrue

rhc prescribed olJice hours

rs.ction t. Adicle Xl. l9E7 ConniErion

The Conslitution mandates that public olficers and employees must at all times b€

accounlahle to the people. s€ne them with utmosl responsibilit_v. integ ty. lqahy. and

etficiencJ_. act wilh palriotisllr and lead modesl livesr. Part of this accounlabilily is the

observance ofthe prescribed omce hours in a given \aorkinS day.

Bawat Kawani, Lingkod BaYani

9CSC 0lrldiig, lsPRo.d.coontutbn Hillt r l26Ooe.o.Crtv C93l'7915/931_7939/9ll{092 SGphrl€,a€bmril.al(.qovph rl.ww.ct .9dph



cX trdA@w Ofra Hout p:

''SEC. 2. Ea.h head of deryhent or dgency thall ruqu e a dqily
rccord ofattendance ofall the of.ficers aml enployces utulel hin including
lhose serying in the./ield or on lfu \.uler, to be kept on lhe propet lorm
and, $)hehevet possible, regisrered on the buwly cktck.

"Seffice 'in the _field shall rcfer k, rier,-ice ren.lered outsiib tfu
offce proper oru) service 'on lhe $'oter sholl refer to seryice renderad on
boord o wssel which is thc usuol pla(:c ofv,ork.

'SEL. 3. Chiefs anl Assistant ('hiefs ol t guncies who are
appointed by the President, olliLers $ho ronl higher thtn these chi.Is in
the lhree branches ef the gowrnnenL dn.1 othet ptesidrntial appointees
need not punch in rhe huul1t clock. hul auendance anl oll absences of
such ofrcers must be recorded.

''SE('. .1. FalsiliLqtion or irregularitics in the l@eping of tine
tecords v'ill render the gui|y olJicer ot emplotce adminittatively llable
\a,ilhoa prejudice to criminal proseculion as the circurfistoi/:es worrclrt.

"SEC. 5. Olficers and cmployces oJ all depanmenls atu| dgercies
excepl those covered hy speciol loras shall render not less lhan eighl lours
of vork a day for five dur-s u week or a total of fort) hours a *ee*.
exclustue of time _lir huch. At a gcntrul rule, such tunrs shall be lrom
eight o'clock in the mornihg kt lvelr! o cbtk noon atul Jton one o clo(*
toil)e o' cloch in the urterrcon on all luys ercept l;atur&tys. S nda'ranl
Holidars.

2) On Frequ€nt Unauthorized Absences (Habitual Absenteeism). Tordiness in
Repo(ing for Duty and toafing fiom Duty dwing Regular Oflice Hous. sectioo
22, Rtle )Ov, OmDihus Rules lmplementing Book v ofExecutiv6 Order No.

292 provides:

"An olficer or enployee in the civil setvice shull b? considaled
habittoll absent if he inatrs kauthorize.l obsences eteeding the
allrNuble 2.5 days onthly lea* crelil uftlcr lhc Leave Lat,/irr al leasl
three (3) mo hs in a semestet' or at least lhree (3) consecuti'e mqnhs

"In case of clain of ill-heulth, heub of depthents or ageEies
.ne encouraged to wrily the \,1lidity oJ sKh duin, dnot wtisfied with the
reason gh)en. shoukl disdpprove lhe pplicalion lbr sick leu''t On the

other hand, irl cases there an cmployee ohx:n$ hinseu lron \ork ht{ore
approval ofthe applicdtion, said 1pplicatbn should be disapprovet!.



(st t'onao*ffiatolIv H*s ? J

''ln the discretion ofthe Head oJ-an!^ deparfirent, s&ency, or olfrce,
an! government physician n y ba uuthorized to do a spo( check on
employees vho ore s pt oscd ,o be on lick leate.

Futher, Scctio! 46 (B) (5), Rcvised Rules on Administmlive Cs.es in ahc Civil
Scrvic. (RRACCS) provid€s that Frequeol Llnauthorized Abseoces (Habitual
AbsenGeism), Tardiness in Reporting lor Duq. and Loaling t'rom DuO'du ng Regular
Offic€ Hours are giave offenses punishable b), suspension olsix (6) months a{d one ( l)
day to one (l) year for the first offcnse and disnissal from the sLrvice for tbe second
offense.

On the other hand. under Section 46 (F) (,1), RRACCS, Frcquent ljna{lhorized
Taldiness (Habitual Tardiness) is a lighl offense punishable by reprmand t'or the first
oftbnse, suspension of one (l ) to lhirty (10) days tbr the second ot&ns€. and dismissal
from the service for the third otfense. lt is committed \rten an official or qnployee

incurs tardiness, regardless ofthe number ofminutes. ten (10) times a month fq al least

h{o (2) months in a semester or al least two (2) conseculive months during the ya{r.

The classificatioo of Habitual lardiness as eilher a grave offensc or a light oftense

would depcDd on the frequency or reSularity of ils commission and its effecB on the

govcrnment s€rvice-

For strict compliance.

AL A dele
Chairperson

3l JAN 2017
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CSCMCNo. l0 3.2010

MEMORANDUM CIRCULAR

TO ALL HEADS OF DEPARTMENT$, BUREAUS,
OFFICES An-D AGENCIES OF THE NATIONAL
AND LOCAL GOVERNMENTS, INCLUDING
STATE T]NIVERSITIES AND COLLEGES AND
GOVERNMENT-OWNED AND CONTROLLEI)
CORPORAIIONS WITH ORIGINAL CHARTER

ST]BJECT Polica on Urrd.r'tifie

Pursuant to CSC Resolutioo No. 10-135?'dated July 6, 2010, the Commission
rcsolves lhat urdenirne is not classified as tardiness. Houevet. due to the inimical effect
of urdertime to public sewice. which cantpt be countenanced, the following guidelines
on Undertime is hercby promulgated, as follows:

l. Any omcer or employee who incu$ underrime, regardless of the
number of minutes.4lours, ten (10) times a month fot at l€ast two
mb hs in a semester shall be liable for Simple Misconduct afld/or
Conduct PrEjudicial to the Best Interest ofthe S€rvice, as &e clse may
ba: and

2. Any oflicer or employee who incurs undertime, regardl€ss of the
number of minutes/houis, ten (10) times a month fc at least two (2)
consecutive months during the year shall b€ liable for Simple
Misconduct aJrd/o! Conduct Prejudicial to the Best lnterest of the
Service, as the case may be.

T. QUE III, MD, MSC

0 6 AU6 2010
Chairman

'CSC R.s. No. lGllJT was publish.d in th. Philippine Daily lnquircron July 28,2010.

I *]l-r$OElt-7f*t$1& . 5r..cOro..egsY.ph ' t
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Clvll Servlce Commisslon
lO,YIrdl.lLrqli t-rL. r Ir Ed

hil*Y*ttu*

Re: Policy oo Urd.rtime
x

REsoLUrroNNo. 101 57

WHEREAS. Section I, Articl. Xl ofth. l9E7 Cont3irurion. states th^t . puhti!
offrcers and employees must .tt ull lihet be actountahle to thc paople,:terve lhen.A,ith
uhr@sl responsibili\), inlegily, loyshy, and ellicieficy, act with Nriois,n and justice,
atd Lad fiodest lives";

mIEREAS. pan of such accountability, rcsponsibility and efficicncy of public
officrrs ard employees is lhe observarce ofthe prescribed eight.hour y/ork schedule in a
given \rorting day or 4o-hour work per wEek;

WHEREAS. by incurring underlime, an oflicer or employce fails ro observe the
prescriH eight-hour work in a day;

WHER"EAS, in lhc case of Yrd.Gcuno, Crrmelit P, (CSC R.solution No.
fl)-0970 &t.d April 7, 2000). the Commission defined und€rtime as vorking time that
is less than lhe full tine or the retluired nininum. This it trflally incwrul hy on fficet
or enployee vho leo|e$ or quit$ lrom wor* ea iu than the usnul eightho t y'a'*
sched e in o given i.'orking d.ty;

WHERXAS, undcrtime is not considercd as an adminislmtive oftnsci

WHEREAS, it is the prcsent practice to classify undcrtime ar tardiness, thus.
penalized under the offense of Habitual Tardioess:

WHEREAS, in c case ofcrb. e., zeuid. z (CSC Re5olulioo No.08-1198
drted Jure 23, 2008), citing the case of Yrdrccuro, Crrmellar P., the Commission
ruled that rcspondent is not liable for Habilual Tardiness because lhc number ol
undertifie thot the resryndenl incurreal ca hol he classilied w turcliness"l

\UHEREAS. while undediDe is not classified as tardiness and is not considered
as an administrative offens€, there is a need to set the limit as to the number of times an

officeror employee is allowed to go on uodertimei

WHEREAS. undertime for more than that allowed shall be contidered os falling
und€r lhc administrative oflcnscs ofsimple Misconducl and/or Condtrct Prtjudicial lo the

Best lnterest ofthe SeF,/ice: /'. /t/
\1../

lr[r

thL



Polirld lt&le i c p.2

x-----------------------x

NOW' THEREFORE, the Civil Service Commission. as lhe denlral human
rcsource institution of the govemmenl. resolves to promulgate the following guidelines
on Urdenime as follows:

l. Any omccr or employee who incurs undcrtime, regardless of the
number of minutes4rcur$. teo (10) times a month for at least two
months in a semester shall be liable for Simple Misconduct and/or
Conduct PreiLrdicial lo th€ B€st lntercst ofthe Servicq as the ca3e nMy
be: and

2. Any oflicer or employee who incurs undenime, ,Egardless of th€
numbcr of minuteJhours, ten (10) times a month for .t least two (2)
consecutivc months during the year shall be liable for Simple
Misconduct ard/or Conducl Prciudicial to lhe Best Inlercst of th€

Scrvice. as the case may be.

RESOLVED FURTHf,R lhst these guidelines shrll be Fospcctive in application
ard shall tsle elfect fifteen (15) days after its publicstion in a newspaFr of general

circulation.

; . Quezonciry, 00.ruL'OS

CI . DUQUE III
an

/ffi.
Commissioner

aSC Poh.l ke6lhtedihv

Attested by

DOLO B. IF,ACIO
Dir€ctor lV

Commission Secretrriat and Liaisol Oflice

Comm
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Ar&nt S.orU..
Burdswlc.lcf, rDlncbll
Sdoob UYhlon $ftrffind b
SdFol lL.d.

IiISTITUTIIIG TEA$JRES TO INCREASE EI{GAGED IilEOiI-TAS(
AIID EIISI'RI}IG COIPUAIICE THEREMTH

'1. To rrod tho ddgbdiry qrdty d €dtcslim, cE ol UD im.ddottsts thd nsod to
h6 ul&d*€o is b rEl€p grge€d limea|-taslc Tho deliyo ia b El [E Isqdr€d
mba. o[ sdld days in 6/(y rdod]E rd ule lime dldmqi for t|€ dft.t{ ctieds ln
oyiy sdd day bI l68ring diyilic hd t*o tedlas adra dudqls flay tm lt|6
dsdrr mahi:im tlo rE d UD tine dldme{ b. srdy di6t ,td Edring tr ndr
lodirq dlic ol leadrs.

2. As. mds of pdicr, fE Fffiib€d 205 schod days ddl bs dridl, sgcrl or drgryd
limo{rla6t. A tdlsl dry is &fined a a day darcled to iGtudimdl, r€lsv t arl iti6
Frstr{ lo stgeitlg drrdo{s in larrrng tF l€66ons d lhe dnialm. fu, sffi dcy a pdt
ol a sdEd d4 Ss olhdvi6a is dasitu as a dLruptlon. Ary dEps$m d des lhd
inrdyB ftrtudimdly rolorsrt diriti€E may be dasdli€d a a did sdrod &y. Hcrav{, 

'lydlq slsFdor d da6€s sld cdElitut6 a disudim $dl be anid€d ai drdt t€ m* up
b, ttdts sdtd day qJtddo ol tE sd c#r.
3. . Susps.rd.n ol das€s h aly roass shdl bo c{d.dly dlsi(k6d, d€dd€d ald
adtcizrd by trB Sdpds uvistm Sq€rinlsrd8nl Ed sdEd iBds, rlila t€d|gs ro
atftrizsd lo Ctq rdodi€d dititi€s ot Udr indivft,ui de, TIE orsdaa ol0is errity.q!-l $4 bo bdarc€d by ttE protcstmt r6pqrEititity d EforbbfErb, cdEd-G#
alo bdrd8 to inEro hd slude s oudn tho ftll bcEit ol 0p qjnirun lssi imhdiat fatpp'eib€d runbs d sdlod d,ys aa CrEd in ho sdEd cdedr. - ---- *-- '-

{



4. eid€d by [*r gsErd obi€div€ ad ils irddng|li,! *al€gr, tle fdhiu spedfc
flFarG drdl be a&phd:

a. Gass $qld not bs srspGnded €t'Er *t b flde re sdEd cd€b.diqls of
irD(.la hi€lcicd sq{s or sigdfcr @dqE Di6qaiq}€ m tl6 sigdficaEo of
tF66 ovq{6 q @cadqE, srdr as U tod Ndiou Oal, kfu Da!,sdrcd Ndritio.l
tlonth, Envir(rlnert Mqlh, Al0S Awr 68 Day, etc,, drcrd be int€0rd€d in dal€d
a*r€d seas duing tE rcOls d6€rqn dsqrs€ims. Skeanss dto& m lqEE b6

M [p in sdrcds to arnma eJdl od€b(atiaE. Simde {lnqlnoglE{s in hlldin
bodd6 nuid suffice.

b. Similsly, wilh r€g{d lo natord programs shid DeEd is €xpd€d lo s,ppart,
intogrdim in r€grlr dassrocn dscus€ions in ltr r€leva{ auu€ds sh* sfive as fle
nrod6 0, knpding impctall m6s4* to dudr G, Tho hd&{ d c.nt€d8 in Ms to
Enoort qr*! prograns dtdl be crn&d€d qirid€ d sdrcd hqrs.

c. D+ED Cdfd Offce uill rp l(r{q o{qso cqnp.ttios rpqlsd by csldn
gDveltrE[ c ru}{ovs.nis{ q{ilhs.

d. Eddmq ad rflEdalim dB rd inliviid inshdin ddl b€
drcurEg€d to srport todirtr ard lsanir{, ad may be colrl]d€d fui{ tE pciod to
bo d€t{r n6d by [E Sdtod tl€sd,

e lftssvice hai.ilu proorsm flrd rril6 $Adntodioflddr{, wHl€r qga z6d
by ho cflfd, I€dard c dyisiq| offces as wdl as h€ haidng cqrDqsr s d bdgD
6ddd Foisls, r€quinflg dt€.darcs ol dry@rn t€adE a sldl be drdded during

fE fr,sday midysar ked( ad duing lh€ glmrH v&alhn, ln the ea6a of edrcd-
bes€d or cdloddustd bas€d Irddng progran, lhis may b€ h€ld prdgdy or F idays
q cn wEksd6.

L O{y €dEde wih sdpd p+€r6 drdl b€ dlortd to pdicipde h lod odod8
pre6s carftf€nc€s.

O Stus Oyisim Sl4sintste s $dl dEnrs tEt hs f,/Ed? h€* d lh€
rriddo of tte 6dEd y€c, f,tidr is curlt€d 6 prl o{ UE r€sir€d ni$€. d sdrod
dfi ddl bs qlimdly 

'rd by sdrcd h€* tr reisw ad aErynflt of diliti6 k
fp frd hdf of tlE sdlod )sa, danirE tr ltu 68d hdf of tls sCEd ys, ad
curdEl d in-6svi€ lrdnino pIog.tns. E\Ey sdEd hoad drd F€pao al
impkrns{di('t da! ir tE fiveday mid-}E{ b.€d( wfi$ dldl irdud. ltE in-soryioo

tdl*E progrrn tu t@dlds atd he asrigrEfsrFr*tdr,ttai cl to bo givqr to

dudd{s br hd pdiod.

h. Ndiond, rcgiond q dvision atH€tic mds q d€rnic td n(Il-acadsnic
cfitpdilims, induding Fadioos for said m€ols Ed odrpdlisE $dl be dlqived crt

ondlicn lhal trese ss lEld afrs d6s hoJrs ad dey6. ln dGtflninirg tE cqrpositifi
of dd€08lim6 to lh€6s compelitims, r€oiond dire{o8 ad sdmls dYisim
Elpehtendents slndd d y indde ttE co.np€titor8, ttEi coach€s, td offdding
pq8o.nd.

7



5. To easure cqndiarce vJith lhese measr,ros lo increae eflgagEd timeoo-16k, tho

fdlwirE p.oc€dures ar€ pres(ribed:

a. Ev€ry sdDd shdl Fepse its sciod cal€ndar detailing the day-bday adivities
of the pr6criH number oi sdod days to be submitted to the Sdods Dvision
Srf€fintend€{rl d the slart ol the sdtolysar. Sdd cddda shall be p.epaed in
consullalion with the students, Ue PTCA ad lhe locd gover istt uhil cancerned.

b. Susp€.rsion of classes tor specifc sdnol(s) c schod dsl cl shdl be submilled
by lh€ schod head or lhe dislrid qrpervisor, as the c*e may be, lo the SdDds Division

Sup€rinlendoot at least ofle rcek b€fore th6 dann€d s.spqBim, slaling lire reason fs
the sus!€,lsion of dasseg {]d the sdledule fo( h€ make-up clacses. Thereafl€r, a

r€pod on lhe adual cqdud of make-up .lasses shdl also b€ submitled.

c. Al the €fd ol the evofy sdlod year, tho Sdlods Diyisim Supdnlgldg]t shall

s$mit a r@at lo the rogiohd office o.r lhe actud numb€r of schooi daF hdd in every
sdDd in the divisiql, logdhs with recomm€rdalims on how the pdby ql eflgagod

time-on-tasl can be further sk€ngthened. Sudl infqmdion $all bo us€d in the
porformance aiDraisal of schods. thdr res!€ctive sdt@l h€ds. ad lhe adrools dvision
$io€airle.dents. Regiooal and divisidl olfice $p€rlisors shdl mcitor th€ slrict

complisnce of individual sciod wilh tho requir€d numb€r of sdrod days fa ead schol
year. Regiond offices shdl srhnil nol later than tvJo ',!Eoks aftg tE gld of lhe
schody€a to the central offce a repot oo lhe numb€r of adud school days in lh€
dife{€{ sctrcd diyislons und€r lheir iuisdiclion, tog€th€r ryih r@mrnsrdatioo on ho,v

lhe policl can be lurlh€{ improved.

6. This DepEo order sup€{s€d€s DepED O.ders No. 20, s. 20G; No. 11, s. 2ml ad No.

20, s. 2002.

7. Evdy sM ll€ad must s€rd to the Divisim Gfice a ldter acloovleddrE rec€ipt oflhis
D€pED Orde. induding ihe date ol rocdpl and cornmiting to co.nply with its provicions- ScMs
Divisio Sup€{intgldent $hall issue a cerlification thal every 6chod in hisfE divisioo has

rseived the DAEo order, atlding ther€wilh a lisl ol sclods ard date of rFcdpl. Ihese
cerlificatims shall be senl lo lhe C€ntral Offics (Atl€{iisl: Und€rseretary Ramar C. Beani),
oopy fumished lhe Regional offices, rpt late{ lhan Madr 31, 2005.

8. Imrn€diate dissomindion d ard strjci comdjance wilh llis order is mandded.

References; DepED Orders: Nos. i 1 afld 20, s. 2003 ard ZO, s.2Wl
Allotmenli 1-{D.0. 5G97}

FLORET{CIO g. ABAO
Seoelary

To be indicaled in Ihe Per(ntr I lndex
under lhe lollowing subiecls

CAtENDAR, SCHOOL
CLASSES

CETEBRATIONS & FESTIVALS
POLICY




