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SUBJECT: Dlssemlnollon ol CSC - Xlernorondum Cbculor }lo. 7, s, 2017
'Relleroflon ol the Polky on Governr enl Offce HouR; ond the
Adr{nlsto ve Ofienses ot Frequenl Unoulto(tsed Ab3ences
(Hobltuol Absedeebm); Tordlness ln Rcporllng lor Duty; ond
Looing lrom Duty dudng Regulor Office Hours"

For the informolion ond guidonce of oll concemed, this Office
hereby disseminoies lhe herein Memorondum Circulor No. l, s. 201 7 issued on
Jonuory 31, 2017 by the Civil SeMce Commission regording th6 occounlobilily
of eoch Public Otficers ond Empbyees in lhe obseNonce of the prescribed
office hours in o given working doy.

Forwidesl disseminotion.
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Mc No. 01 s.2017

MEMORANDUM CIRCULAR

TO ALL HEADS OT CONSTITUI'IONAL BODIES;
DEPARTMENTS, BURtrAUS AND AGENCIES OT THE
NATIONAL GOVERNMENTi LOCAL GOVERNMENT
UNITS; GOVERNMf,NI'-OWNDD AND CONTROLLED
CORPORATIONS WITH ORIGINAL CHARTER; AND
STATE UNTVERSITIES AND COLLEGES

SUBJI'CT Reitemlion of the Policv on Government Office [lours: and the
ve Offerses of

(Habitual Absenteeism); Tardiness in ReDortioc for Duty: and
Loafins from Duty durine Reqular Office Hours

The Coostitution mandates that public officers and emplo,ye€s must at all times be
accountable to ihe peopie, serye them with utmost responsibiliry, integrity, Ioyalty, and
efficiency. act with patriotism and lead modest livesl. Part of this accounlability is the
observance oflhe prescribed office hours in a given working day.

h has come to the attention of the Commission that there are govemment oflicials and
employees who are not obsen'ing the prescribed office hours at'rd arc trot recording tieir
daily atlendance in the proper form. Likewise. unaulhorized absences. tardiness and
loafing iiom duty during rcgular oIlice hours are detrimental to public senice.

The Commission heretry reiterates the following policy on govemment office hours,

including the aforementioned administrative oftbnses and their corresponding penalties.

l) On Government Office Houn, Sectiotrs I to 5, Rule XVII, Omnibus Rules
lmpierEeatiog Book V ofExecutive Order No.292 provide:

"SECTION l. lt shlll be the duty of each heod of deptrtment or
agercy lo require oll ffiLet ontl enployees under him lo slrictly ohseDe
the prercribed efJice hours.

rs,ecrion l. Anicle Xl. t98? Conrtirrrion-
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.'SEC 2 Each head ol department or agency shull require a dai\t
record oJ attendonce ofall the oflicers untl empkryees unler iim inclwliig
those sereing in the feld or oa the water. to bc kept on the proper lori
and, whercr'er possible, registered ttn the bundy cktck

"Service 'in the.field' shall rcfer to service rcrulered outslde the
oflice proper ond service 'on the wuter' shall refer to service rendered on
board a vessel thich is the usual place ol'teork.

"SEC. 3- Chiefs and Assist.ut {'hi4s oJ' agencies i,b are
appointed by the Prcsident, oflicers who rank higher th n the$e cfidi in
lhe thrue btunches ol lhe gove rmenl. and olher presidthlial appointees
need not punch in the buntllt clocl(. h attetu)ance anl all abserces oJ
such olJicers must be recorded.

"SEC. 1- Falsificatktn or irregularities in lhe keeping of fine
records la'ill render the guih.y ofricer or cmployee administrutiveb, liable
teithoul plejudice to criminul proseculion &r lhe circututlunces warranl

"SEC. 5. OlJicers and e ployees ol all deportments ad agencies
except those coveted by special lcrws shall retuler not les!; than eight lpurs
of wor* u <lay for .five da),s a vteek or u totul of [ort1, hours o week,

exclusiw of time .for luruh. As u gencral rule, such houn; sholl be from
eight o'clock in the morning to lw.el|e o clocltnoonandjomoneo'clock
tofw o'clock in the alter oono all dols except Saturduys. Srndeys and
Holidals.

2) On Frcquent Unautho.ized Absences (Habitual Abse eeism). Tardiness in
Reporting for Duty and Loafing from [)uty during Regulor Office Hours. Section
22, Rule XIV, Oooibus Rules Implemcnting Book V ol Exctuaiv. Order No.

292 provides:

"An oficer ol enployee in the civil service shall be considered
hobituolb, absent d he incurs unaulhorized ubsencet erceeding the
allo*oble 2.5 days monthll, leav credit undcr lhe Leorc Lav'.lbr at ledsl
three (3) nonlhs in a sefiesler or at ledst three (3) contecuttue montht
duringi the )'ear.

'' ln cae of claim of ill-heahh, heads of departmcnls (r agcncies
are encoura*ed to verib lhe vdlidi\J ofs ch claim. iJ nol ,torislied v'ilh the
rec,son given, should disapprove the 1pplicalion lbr t/l.k leote- (h lhe
other h;nd, ih cases vhere ah erhployee ohsents himsell Jrom work befbre
opproval oJ the application, said apPlication shotld be ditiuppro,"ed
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"ln the discretioa oJ the Hea.l ol any deytrtmenl. ogcrly, t olJice,

any gowrnment pbsiciah ,nqt be authorizetl kt do a sf clcck on
ernployees who are rupptsed to he on sick leavc

Funher, S.ctiou z16 (B) (5), Revtucd Rul6 oo AdDitrbtr.aivc C.sc! in thc Civil
Senice (RRACCS) lEovides that F equent Unauthorized Absercqs (Habitual
Absenteeism), Tardiness in Reporting for Duty, and Loafing fiom Duq during Regular
Office Hours arc grave offenses punishable by suspension of six (6) mo hs and one ( I )
day lo one (l) year for the firsI olIenr and dismissal from the service for the s€cood
offcnr.

On the other haod. utrder S€ctioo,16 (F) (4), RRACCS. Fn4uern tjflaufioriired
Tardiness (Habilual Tardiness) is a light offense punishable by reprimrnd for the firsl
offense. suspension of one ( I ) lo thirty (30) days for the second offens€, ard dismissal
from the service for the third offense. lt is commined when an official or employee
incws ladircss" regardless of the number of minutes. ten ( t 0 ) times a mo h for at least

two (2) months in a sernester o. at le&st two (2) consscutive monrhs during the ycar.

The classificatiol of Habitual I ardiness as eilher a grave ollensc or a light offense
would depend on the ftequeocy or regularity of ts commission and i$ ellects on tlrc
govemment servic€.

For strict compliance.

AL del,r LA
Chairp€rson
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