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Cilef Educatlon SupeNiso4
Srtool Hesds (Elementary rl
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Dat€: May 16,2018

Policies and Guidelires otr
D€Dsrtment of Educrtio[

me Services atrd Payment in the

1. FoI the inforftatioir and guldafce of all coftefted. rhis Office hereby disseminates the

herein DepEd Order No. 30, s. 2016 re: Polici$ aod Guidelilles on Overtime Servicg and PaymeDt in
the Dep.rtDeot of Educrtioo, I

2. For wrdest drssem[alron. 
I

NOT'1O B[' POS]ED IN TIiE \\'F,BSI IT



A,orblir ruo frfitparct
of Gluotion

19 lrAY 20t6
D€pEd ORDER
No. 30, e. 2016

FOLICIEA AITD GI'IDELI EA Orf OVEETIIE AERSICES Af,D PAYf,BTA
trT TEE OF EDUGATIOII

To: Undcrsccf,ctarics
Assistalt Sec.ltaries
Ilureau and Service Directors
Regional Diector6
Schools Dieision SupcrLrtendents
All Otherg Concemed

l. The DepartEent of &lucation ) diEseEinates the cncloaed Pollgi!. a!trd
(htdclhcr o! OvrrtIDG SowlcGt rld pu.rsuaat to t}le p.ovision8 of tle Joint
Circular No. 1, s. 2Ol5 dated N 25, 2015 entided Policies and Gtidelies on

Couedunent hrewees issued by the CivilAEftbE s€ruices qnd Ouertine Pog
Service Commisaion (CSCI and Deparhrent of Budget atrd Ma[agqlellt [DBM) .

2. As mendated by the circular, DpEd hae forBulated it6 inte.na.l guideline8 to
ratjonalizc the rendition of overtime sgrvices and the paymcot scheme in accordance
with the said circular

3. A[ DepEd Orders and other
provioions q,hich are inconsistent with

4. ImEediatc disscminetion of errd

BR. ARXIN A.

Encl.: As stat€d
Refereacee: DepEd order: Noe. 10, s. and 58, s. 2OO8
To be indicated in the Perpetual Index

under thc following subjects:

tdated isduanc€s, rules and regulations snd
$ese guidelines are hereby rcscindcd.

I

{trict compliance with this Order is dtccted.

Fac

BENEFTIS
EMPLOYEES
OFFICIALS
POUCY
SIRANDT Finance and Adrninistlation
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(Enclosirre to DepEd Order No. 30, s

GUTDELINES ON THE
OVERTIME Sf,RVTCES trOR

unavoidatrle circumstances that rendil
tasks.

ion of overtime services will ba requircd to finish urgent

f overtim€ servic€s, DepEd hereby issues thas€ intemsl
,ve ime sefticcs for the rcn-teaching persoDnel in the
ion offices in accordance with the provisions of Joinl
rvice Commission (CSC) and the Departrnert ofBudg€t

2016J

A.I{D PAYMENT OF
NON.TEACIIING PERSONNEL

A- Rrtionale

l. With the firll implementation of Rationalization program, it is exp€cted that each
operating unit will operate basod on tr€ functions a$iculat€d in e.ch unit's chafter. It is also
expec,ted that the amount of work based on mandate cal be delivered by the full statr
complement of each rmit und€r notmal conditions, However, there are unexpected sod

2. ln order to mtioralize the renditioo o

guidelines as bosis for payment of (
DepED CenEal, Regional ad Divir
CircularNo. l, s.2015 ofth€ Civil S(
and Mandgement (DBM).

i

B. Scop! rd Coverage 
I

l. These guidelines ore issued to provide s&ndard rules and procedwes on the reodition and

paymeol ofOT s€rvices for DepED npn-teaching employe€s.

2. These guidelincs shall cover rcndithn of oT services wilh pay, either monetaq/ or non-
monetary, ofthe following DepEd ofrcials and employees:

a. Incumb€nts of positions ofohief
temporary status, and

ofdivisions and below under permanent co-t€rminus,

b. Incurnbsms of positions of chiefi
in the Career Ex€cutive Sewice.

ofdivision and below who sle designated to a position

Bulle, "d" rcJed lo d ftgular chief of division ,hile hllet "b" rclers to an individual
who occupies a pla tilla iten/potinon of a division cuel bat is desigMted to a third levl
position, Jor exahple, a dlpkion chiel dcsianared as OIC Dircctor oJ o
buteau/sen ice/ce ter. 

I

I

Incumbents ofpositioDs whose rankd are higher than chiefs ofdivisions and those appoinbd
to positions in the Carser Executive qervice (CES) are not entitled to OT pay.

Those involved in the conduct of trdining programs, worlahops, s€oinars, etc. and who are

otr travel ststus are not e itled to overtime poy eYen when thoy rendq services in excess of
the regular eight (E) hours-

C. Policy Stot€mcrt

l. The DepEd hereby issuos this internPl policy in lhe authorizrtion. rendering and paymenl of
OT seraices ofall DepEd non-teachlng personnel. This policy is largely based on the basic

tenets of the Joint Circuld No. t isrued by DBM and CSC. All oper.ting unit! are hereby

rnandeted to implement the f$tt intent ofthis policy.

3

4.



2. The renditio! ofOT s€rviccs with p.y I

2.1 Implementation of special or prl
directives with sp€cific d&s of (

2.2 Completion of projecls with set

nay be autho zed fo. the foUowing e{ivities:

ority programs and projects embodiad in Presidenrial
ompletion;

igadlincs when due to unfores€eo evgnls, the deadline
cannot b€ mEt without resorting F OT work;

2.3 Reliefi, rahabilitation, reconstnuction snd ot]er related work or s€.vic€3 during
caLmities and disasters;

2,4 Essenrial public services durinl
immediate or quick rcsponse;

emergency or criticel siNations that would requirc

2.5 Sensonal worh such as, but not limited tq budget pr€par.tion and rendition of annual

2.6

2.1

2.8

reports, to meet scheduled deadlines;

Preparation of qreciayfinancialhcoountlbility r.ports rcquired by o!€rsiSht .gencie6
like the Congress of th€ Philipiiner, Ofroe of tho Prcsider$ Commission on Audit,
DepsrtEent of Budget and Mafsgotnen! and N.tional Economic aad Devclopnent
Au$orityr 

]

i

Services rendered by drivers and otiar immediate stafr oftop officials whc0 required to
keep the sam€ working hours as 

frcir 
superiorsi

Such otlrer aativiti€s !s are Deeled to mect performanca targets or deliver scwices to
the public ss may be determ ined by the agcncy head.

D. Ploccdura!

L To guide all emplo),ees rclstive to the
shall be followed.

policy, the folloving provisions ofthis policy

2. OT services shall include:

2.t Those Gndored bcyond eight 8) hours during regulsr wo* days subjcct to the
applicable rulos on flexible hour sohemc bcilrg adopied by th€ Dcpsltmefi.
The OT sewic.s to be
hiYler eiSht-hour work

by an employee for regular work days in exc€ss of
shall br at least two (2) ho$s and shlll b. until 9:00

p.m. odty €xcapt in th€ cas€
rcndered by drivcrq and

duly authorized ovemight OT scwice and of s€rvic.,s

2.2 Those rendercd durint Saturdayt, Sundays and holidrys or non-ryo*ing days to slart d
t:00 a.m. up to 5:00 p.nl.

3. The following brcaks shall be observod durinS OT servic€s:

R6srl.r lr.E/w.oldrvt WcekendJHot&vr
One ( I ) hoUI dinn.r brcak affer thr+ (3)

houls of continuour OT sarvics
Lunch brcak 12:00 nn to l:00 pm



coDccm€d olfices for
Administration, in the

processlIF
case of the

Division Supcriotendent, in lhe case of the rEgiooayschools division oflices. Authority for
paymeDt of OT services rEaderEd in the months prior to thc prepantion and submission of
such aulhority shall ,ro longer be pr6.ssed and appovcd. Hou,ever, poymant of OT s€wices
roDdered in the cases oI Sectionf C.2 (2.3) and (2.4) abovo may bc allowed without p or
sPproval. 

I

7. The Heads of Offices/Chiefs of Division sh.ll be primarily .espotrsiblc for thc &y to dsy
operations of tlreir resp€ctive oftiqes; hence, they may allow or disallow their immediale staf
!o rendq such OT s€raices witl pry duril8 lEguLr worting days, Salurdays, Su[d!ys,
holirlays and non-working days, dtpending on the nature 8nd urgency ofth€ worl 1o be don€.

I

8. To ensurc 6at employees atE reodrring OT sarviocs baoause of urBe or additional work, aod

not to compe[sale abs€oces, diness or utdcrtima, .r cmploye€ shall not bc allowcd to
render OT services with pay if he pr she has reporred latie/tardy on reguhr work days. In this
case' an ernployee may render (I servic€s brrt heJsho will nol bc compcnsated for such

sorviccs either fircuah monclarv Df,y or CTO.' ' '1'
9. Clsims for pa)ment ofoT s€rviceq rendercd shallbe suppo(ed by th€ duly approved Requ€st

for Authority ro Render OT Sfrvic€s, Daily Time Reco.ds 6nd Monthly Individual
Ac.omplishmenl Report for lhe actral work done during OT.

10. Overtimo pay shall b. ohargcd to Ililable saviags, subjoct to existing rules ard regul.tions
on th€ use of savings, and otherlfund sources authorized under cxi*ing hws, rules and

regulations. 
i
L

E. Co put.tio! ofP.y

l. OT psy shall be based on sn employee's actual hourly rate mmputed as follows:

4. Rendering ovemight OT servi.l" shall be resorted !o only when externely necessary. No
€mployea shall be allow6d to ftnder ovemighl service for more thon tvo (2) conrecuiv.
nights, for heahh leasons and to employee productivity

5. Heads of Oftices/Chiefs of Di isions shall securc audority lo render OT s€rvices on a

monthly basi! from lh€ U for Finsnce ond Administrstion in the casc of lhe
Centrrl Offic., s.ld from the Director .nd Schools Division Sup€rintendent in the

case ofthe regional and schools
indicste the following:

omcr, rcspcotivoly. Thc r.4u€st for authority shall

5.1 Purpos€ for rendering OT
5.2 List of Eoployees to
5.3 Justification on the

the names, positions and assigned tasks
ofOT s€rviccs

6. OT services shall b€ rendercd after tho rcqucdauthority has beon submitted to the
and appaovsl of th! Undqrs€orerary for Fina$c€ and

C€ntral Ofice end of the Regionat Direclor/Schools

ActualHou y Rrte(AHR) Actual Besic Salalv Fr month
22 xA

OT Rsre fo. Ordinary work dayr AHR + 25% ofAHR

OT Rate for Saturdays, holida)B
atd non-working days

AHR + 50'lo of AHR



2. Total OT Pay for the Month

OT Pay for Ordin6ry work

PL('S:

OT Pay for Saturdays, holidlys ard
rcn-wo.king days

OT Rrto for Odinlry Work Deys x
Total No. of OT Hou6 Reode.€d on
Ordinary work days within dre
month

OT Rrte for $lurdays, holidays aDd

non-worr(ing ddys x Total No. ofOT
Hours Rendercd on saturdays,
holidsys atrd non-working days
within th€ month

3. The total OT p.y ofan employee a year shall not exc.rd 5ryo of hivher bssic sahry for thc
ye{r while the tot6l arnount of psy to be spent shall not exc€ed 5% of the btal Personnel
S€rvices (PS) budget ofthe agency for a given year.

4. The Heads of bureary'scrvica/c.utS/rEgionayschools division ofhc.cs shsll be rcspoDsiblc for
the propq implementation of this Ner. They shsll b€ dealt wifi a.aordingly, as the casc
may te, for any paymcnt ofOT setvices nol in accordance with the provisions her€in without
pEjudic. to thE reirnd by *rc lemploy.{s) conccmed of any ungutho.ized or exress
paym€ s.

f. Rcrolutlon of C.!€s

Issu€s and concems arising ftom the of this order shall be r€solrcd by dlo office
of lhe Uade6€c.rtEy for Legsl and LGisl.rive Affai6 in tltc case of the Centrel Ofice and by

Sup€rbtcndcnt ir lh€ case of the

G.

L The DepED C€nt-al Ofrica, Olfices and schools Division Officcs shall submit to th€

DBM'S Budget ond M,Irgement
CSC, the "Report o! OverdEe
before March 3l of evcry year.

or Regional Offic€ conc€me4 copy frrrnished the
Wlth P.y" using the tcmDlate in Annex A on or

2. For DepED Cenfal OfEce, e{ch Burc6u/Servic.e/Center shall submit their amual rePoft to the

Accounting Division, for consolid$ion purpos€s, r\fiile tic D€pED Regional oftices and

Schools Division offices shall b. IPsponsible in consolidlting th. respective rcpons in $c
oflic.s/units under their iurisdhrion.l

H. Ref.lEtrceg

Joint Ci.cular No. I, s. 2015 of the civil servi.t commission (CsC) and the Dep&tnerf of
Budg€t and Manegemcnt (DBM)

I. f,fiectivity

This Oirdcr shall t k€ effect staning Janurry l,2016.



Dcpad0rent of Educ.lion
Repod or q

For
ertime Service! wlth Pay
Fiscal Year

Otrrce

l. Prioity A.fivtthi for WLlch OvertiD€ P.y rr.! Authorlr.d

2. Tot l ErpeldtturE for Ovcrliac P.y

3. Fund Sotrrtca for Ovenime Pry

Source3 A[ooDt

SubEiatcd By: Certified Corrcct:

No. of P€rsonrEl Toral OT Pay
Total SaLtios/
SalffieJWag€s

% Total Ov€rtiDe
Pay/Tolal

Salsries/Woses

l. Ro8ulnr
2. Contoatual
3. Casual

Head, Finan e Setltice/Finance Division B rre a u,6ervi c e/C enlet/ Rc gio a I D ir e c tor /
Schools Duis|on Superintendenl




