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REGTON X NORTHERN MTNDANAO

DTVTSION OF MAIAYBAIAY CITY

Dlrdst@ IIEMORANDITM
No. /5/ , s. 2020

TO

FROM:

DATE: March 17

Assistant Schools Division Superintendent
Chief Dducation Supervisor, SGOD and CID
Public and Private Elementary and Seconda-rjr School Heads
AII Others C.oncerned

v. oa?,o
yision Superintendents

SUBJECT: DMAIOII GUIDELII{FS OIt I PLEUEtr|TII{G ALTTRIIATM WORI(
ARRAJ{GEMEI{T FOR STREIGEITT SOCIAL DISTAITCING f EASI'RE

1. Per Civil Service Commission Announcement No. 12, s. 2020 rei
Alternative Work Arangements in Light of Code Red Sublevel 2, Office ot tie Provincial
Govemor Exccutive Order No. 13, s. 2020 re: An Order Decla-ring a Geneial Community
Quarantine in the Entire Province of Bukidnon, and DepEd Memorandum No. 43, s.
2020 re: Guidelines on the Alternative Work Arrangements in the Department of
Educauon in Light of the COVID-lg Stringent Socia.l Distancing Measures, this Office
shall adopt alternative work airangement measures following the attached guidelines.

2. The Human Resource Department shall coordinate and provide a copy of
tiis guidelines to Civil Service Commission as required.

3. This policy shall t6ke effect on March 18, 2020 12:00 p.m. to provide time
for concemed omces to plan for its implementation.

4. Djvision Memoranda and other related issuances, rules and regulations
and prcvisions, which are inconsistent with these guidelines are hereby repealed,
rcscinded, or modified accordingly.

5. For more information, contact Jtmdendy a. Lucbe, koject Development
Offlcer II (DRRM), through O9l7 115 6464.

Encls: As stated

Copy Furnished: Records Unit I DRRM

Arlrt *: SaJE Hishw.y, Purok 6, casisarla, Malayb€ray citf
Tcrdr: (oaa) 314 0094
Ea.lr Addtga malaybalay.cit{aiieped.sd. ph



Division Memorandum No s. 2020 re: Division Guidelines on Implementing
Altemative Work Arrangement for Stringent Social Distancing Measurc

GUIDELINES ON THE DIVISION ALTERNATIVE WORK ARRANCEMENT FOR
STRINGENT SOCIAL DISTANCING MEASURE

Introduction: This Office shall implement stringent social distancing measures to ensure
and contribute to the managemenL of COVID-I9 situation in the country and locality.
In CSC Announcement No. 12, s.2O2O re: Altemative Work Arrangements in Light of
Code Red Sublevel 2, the following altemative work arrangements:

l. Skeletal workforce;
2. Work from home;
3. Compresscd work week; and
4. Staggered working houls.

A. Teaching and Non-teaching Personnel rn Schools

As stated in DepEd Memorandum No. 43, s. 2020, teachers are not required to
report to schools- However, in order to ensure that the ba$c sfrvices of schools
to leamers and the community will not be hampered, the following courses of
actions shall be implemented:

l. School Heads sha.ll plan for *eekly tasks to be accomplished by Lhe Leachers
at home. The tasks shall be related to End of School Year and SBM only.

2- Tasks must have deadlines and thercfore must be reasonable and agreed by
all teachers. The setting of date for submission of accomplishments will be
upon the discretion of the School Heads but it is recommended that it wil not
be more than two days in a week.

3. Teachers will do the task in their homes and submit their accomplishments
on the scheduled dates. The use of Information Technolog/ is encouraged to
b€ employed for the submission of accomplishments, however, if it is not
applicable, school heads must make a collection plan for it.

4. Excuses for non-submission of accomplishment shall not be accepted except
on cases when teachers are srck, attending to sick membe(s) of tleir
hous€holds, or any force majeure.

5. School Heads must take measures to ensure submrssion of accomplishments
by teachers as scheduled.

6. School Heads and other non-teaching p€rsonnel (except watchman or securiry
guards) are not r€quir€d to report in school provided tiat the documenta{/
requirements to be submitted to CSC and stated in tlis Memorandum are
comPlied.

7. School Heads, Teachers, and non teaching peBonnel in schools sha.ll
accomplish ludlvldual WorlrrcGt AccoDpllrhoont Rcport. This shall be
attached in their DTRS.

8. City Job Order personnel shall wait for instnrctions lrom the CiV Mayor's
Office regarding their work arrangements. Until such, they shall report on
regular schedules and are instructed to coordinate with the LGU, School
Heads, or District Supervisors regarding their work arrangements.

9. As stated in Executive Order No. 13, s. 2020, division employees who are
elderly, suffering trom chronic cardiovasculai disease and respimtory disease,
hypertension, diabetes mellitus, and cancer, those on dialysis, taking
steroids, and other immunosuppress€d persons are requircd to stay at home.

10.School Heads shall issue oltice order/School order on the school
implementation oI altemative work arrangemenL.



11.All must maintain their communication lines open.
I2. Nan'ative Reports on Lhe implemenLation of this altemative work arrangement

shall be submitted by School Heads every Friday through email at
jimdandy.lucin@deped.gov. ph.

B. Non-teaching Personnel in Division Oflice

The reporting of Job Order Personnel funded by the City shall be on regular
schedule unless there is an rnstruction from the City Mayor's Office.
As to tie regular employees of the division ofTice, they shall report in the office
for two-and a half day bases in a week and remaining days shall be on work
at-home bases to comply with the stringent social distancing pohcy and
ensuring of skeletal work-lorce in the office.
The lollowing witl serve as tuide in implementing this scheme:
a. Personnel shall be grouped as to who will rcport in Mondays to Wednesday

Moming (shall be referred in the next pa-ragraphs as Schedule A) and who
will report in Wednesday AJtemoon to Friday (shall be refered in t-he next
pa.ag.aphs as Schedule B).

b. The number of personnel who shall report in Schedule A and Schedule B
must be the saJne-

c. Division Chiefs/Unit Heads shall accomplish OfrIcc Worlrcck P[.! and
will be consolrdated by the Djvision DRRM Coordinator. Submissions shall
be channelled through the uc GA.D HEw Tcs.E chat group.

d. Communication lrne must always be open and intemet connectiviry aL
home must be in place.

e. Division personnel must always be ready to report to offlce anytime the
Schools Division Superintendent or Unit Heads deemed their presence as
necessary or in exigency of service.

f. Iadividuel workrcGl AccoapllibEeot Repod must be done by
perconnel every time they work at home. The report shall be attached to
their YIRS.

g. It sha.ll be tie task of the Drvision Chiefs/Unit Heads to ensure the
attainment of tasks of their subordinates while this altemative work
airangement is in effect.

h. As stated in Executjve Order No. 13, s. 2020, division employees who are
elderly, sulfering from chronic cardiovascular disease and respiratory
disease, hyp€rtension, diabetes mellitus, and cancer, thos€ on dialysis,
taking steroids, and other immunosuppressed persons aie required to stay
at home.

C. Forms to Accomplish

1

2

3

Office workweek PIan and Individual workweek Accomplishment Report are
attached in DepEd Memorandum No. 43, s. 2020.
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Nclulri( ,rf tlrr Flllr p:nes
PROVINCE OF BUKID]IOII

fq,rrnnal Lapuol 8700

OFFICE OF THE PROVINCIAL GOVERNOR

Erccutlve Order ttlo. ll
S.rle3 ot ZO20

At{ oRDER OECLARTNG A GEHERAL COMHUNTTy QUAnAT{TINE
IN THE ENTTRE PROVINCE OF EUKID'{ON.

WHERE S, under S€tlton t5, Anrcre ll or rhe Phrlipplrc Consl,tutlon rJ|!' State ls
mandarcd to t ote( ind p(,nlotc the nght of the tEople to health.

WHEREAS, 9.dion 16 ol tne [o(al Govemment Code aut ioflres every Local Govornment
Lrni( to ercrl"rse poweE essental for lhc promolDn of tno general v.elfare.

WHEREAS, rn Pro(lamatlon No, 9?Z rsgued by the Otrrce Of the Preident ard dated HarEh
8, 2020, a State o{ Pu rc Health EnErgency uvoughout t}rp Phillppnes has Deen declareo
due to rhe sprcad of (h€ coRoNA vtRus olsEAsE (covlD.l9).

WHEREAS, thc lnter AgL{rcy Task Force for tlr Managemenl oF Ernergng lnfect}ous
Dlsease has rair€d the Code Alert System for COVID- 19 tD Code Red Sub-,evel 2, the
highest alen l6rel.

WHEREAS, the rlsc of rhe COVIO-I9 @ses in tlre counuy, the emerg€n(e of confirm€d
carcs ol local tnrnsmission ln Reglon t0, os n€ll as the pr5efte of Fa'dents Under
lnvestlgation and even morc Persons U,r(tsr l.lmitoring ln the province, n€(esgibte the
imposition of preciutlonary meag,res against the spread o, COVlllg and to safeguard
th€ hle, well-being, h€alth, and safe$, of arerybody in U|e prounce.

l{ow THEREFOR€, LOsE HA. R. ZUBIRI, JR., Provimial Crovernor of Bukidnon, by
virtue o, the polvers rrcstcd in me by law, do herety pla(e t rc entire PTovinG of Bukidnon
in a general communlty quaranune to t}Ielreot the sptEad and conbin ti€ transmisslon

of COVlDlg therein, and hereby order lhe bllol'Jing:

The en0re Provlnce of Bukldmn shall be ph(ed ln a general comrhur ty
quaBnune.

TIe movernent o, ,6dent9 rn the enure provnc€ shall be ltmted to
accessing basic necessities and rcponang for ntrk whrle unifo(mc{
personn€|, h€alh and/or quaranline ofliceE shalt b€ Dfesenl at border
potnts to b€ deslgnaled and manned by t re compGrte Team of PNP, AFP,

healh pelsonnel 0f thc healtfi unit ol lhe municipality/(tty where the
qu:tGntine control polnb arc located, and DoH Humrn Resources tor
Health personnel.

TtE ,esldents are llk€lf,ls€ reqdred to sby at honie esD€(ralty th€ elderly
and It}ose errering trom chronk cardlorascular and resdratory dtse6€s.
hyperten$On, dabeus melhlus. and Cance6, those on diatysrs, taktng
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MEMORANDUM

0{3 s. 2020

GI'IDEIITEA OT TIIE /ILTERXATTVE I'ORT /TRRATGETETTA lI{ TIIE
DEPARIXEIIT OF EDUCATIOII II{ IJGHT OF Tf,E COVU>l9

Sf,RIIGETT SOCIAL DISTA.IICITG XEAAUREA

To l l nd e rsecretaries
Assistant Secretaries
Mtrister. Basic, Higher and Technical Education BARMM
Bureau end SeNice Directors
Regional Directors
Schools Division Sufrenntcndents
Public Elementa4, and Secondary School Heads
AII Others Concerned

l. This guidelines provides for the work arrangements ln the Departmcnt of
Education (DepEd) in implementatron of the Memorandum issued by the Ofhce of the
President IOP). through Exccutive Secreta| Salvador C- Medraldea, and citing Joint
Resolution Nos. I I and t2 (s. 2020) ofthe Inter-Agency Task Force for the Management
ot Emerging Infectious Diseases (IATF).

2- The Memorandum titled Stlrngent Soclol Dtstonciftg Medsures and Furtlpt
Guidelines Jbr the Marwetuent oI lhe Coronaotl6 DLseose 2019 (COWD-|9) Siluation
provid€s guidance on work-related gatherinBs and meetings and work arritntemenLs in
the context of suingent sociel distancing in the National Capital Regjon (NCR) for thirty
days staLrting 00:OO a.m. of March 15. 2020 until 00:00 a.m. ofApril 14, 2020.

3- In rts implementation of the measures, DepFi shall be guided by the following
framework:

observance o[ stnngent social disranclnt measures by .{l DepEd offices,
units, and schools located within NCR (includrng Rcgion IV-B MIMAROPA
ReBional Office Proper). The social dist€ncrng measures are for the protection
of each olncial, teaching and nonteachinB pcrsonnel of DepEd, the immcdiate
community and the countr-v. and for the acfuevement of public health
objectives such as the mitigation of lhe scale and speed of comrnunity
(ransmlssion of CoVID-19, as wcll as the conscrvation of the adequac\r of the
country's health system and infrastructure to deal $ith the situation.

b. Continurty of delivery of DepEd essentisl services and priority programs
u,hile observing stringent social distancing measures in work-relale
[ur, ctions and responsibilities.

Consistency of the actions of each ofllcjal, leaching and nonte
perso[ne] in th€ context of work and private activities, to ensure that the
pubhc health objectives are achieved and not compromised by inconsistent
actions and behavior of indivldua.ls

DepEal corhpltx, Me.alco Ayt ue, P.s'8 City l6{xr P 861 J- 720a/8613-7224/a6.ll-l 361 t 863G4a76/a617-6209
q



4. Consistent with thc abovr frameu,ork.
Secretaies. and Regional Directors rn Regional
dirccted to do thc following:

all Undersecretarres and Assistant
Offices NCR and M. are hereb]

a Identiry the essentral and prioriry deliverables covering all offices and unrts
Iocated wlthin NCR undEr their supervision for the period of March 16 ro
April 14, 2020.

b. f)etcm)ine the Altcrnarive Work Arrangemenr that will maximi2. social
distatncing for all officials and personnel, while ensuring delivery of essential
and priority deliverables, and taking inro consideration factors such as but
not [iEu[ed to exigency of the servicc, availability of manpo\uer, spccil]c
health nsks of personnel, and their available transporration .urentements.
Alternative Work Arrangements shall bc applicable Lo all personnel.
includrng thosc hired ulder Job Order UO) and Contracr of Service (COS).
Heads of Omces shall be given the drscrelion in the determination oI Lhe
elternative work arrangement rhat is applicablc for each frrnclonal ollce,
guided by the following parameters:

Office operalions of ctfht lt) hou.n e d.y ftoE foEdey to Frldsy of
cach tcat shall be marntained for continued delivery of quality services
to the public, intemal clients, and olher stakeholders As such. in
determining the work a-ffanBement. Lhe omce must ensure that thelte is a
sumcrent Eumber personnel in the office to render the said services.

ii. In determining t}Ie number and deploJrment of personnel that will be
assigned to be prescnL at the office, equitable distribuuon shall be
observed- The following personnel shall b€ exempted from being assigned
to be present at t}Ie olljce.

Personnel who are at hrgh risk to inJections including bu! not limited
to pregnant women; age sixty (60) yeers and atrovel Persons Under
Monitonng (PUM) or Persons Under Investitation (PUI); and
personnel wrth the following illness and/or pre-etosting medic
conditions

Mild manilestations of symptoms such as fever, dry ca
tatrgue, sputum production, sore throat, headache, myalgia or
arthralda, chllls, neusea or vomitlng, nasal congestion, diarrhea;

b- Severc manifestaLions such as dillicul$ of blealhrng and/or
respiratory rate grearer thal) or equal to 3o/minutei and

c. Underlying medlca] problems. including cardiovascular diseases,
diabetes, cancer, chronic lung disease, and lmmunosuppression

2 Personnel residlng outside NCR, taking into consideration exposure
during travel, limited modcs of publtc transportation options,
imposition of curfew, and regulatory limitations on inter'
municipality/city travel

TclccoEEud.ng is an altemative work arailgernent that allows
employees to work from home or other off-s(e locations; provrded that
personnel must be rcadily accessible during workurg hours and must be

able to respond to directives. requests, and queries through agreed modes
of communicatron wlth their immcdiate supervisor. Persona€l who a'ili
not iorm part of the ofljce-assiSned officers and personntl based on the

Page 2 ot6
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office weekwork plan, including the exemptions enumerated above, shall
render services through teleconmuting arrangements.

A Workweek Pla'r (see atlo.hed template in Enclosure 1)indrcating thc
consolidated individual staff schedule lor both office-assigned and
telecommutint persomel shall be subrutted by diqision chiefs or unrt
beads, subjecf to the approval of the Head of Office. The worlaweek plan
shall specl6'each personnel's office work and scheduled telecommu
arrantements with period oI hours per da!, indicaled

Adopt a monitoring and reportlng mechanish to validate performan of
assigned work and functrons, alrd ensurc delivery of committed essential
services and priority progratns -

Each personnel shall submit at rhe end oI each week an lndMdual
Workweek Accomplishment Report /see attached templote in Enclj.swe 2J
rellecting their acl.ual days of allendance to work (on-site and off-sitel and
time log per day with cor-resF,onding weekly outpur.

d. Cancel or postpone all nonessentia-l meehngs o. gatherings, while adopting
teleconferencing technologies for all essential meeungs or gathe ngs-
Essendal meetings that need to be done face-to-face shall observe stflct
healti and social distancing measuresj and must be approved at the level of
the Secrelary, Undersecretaiies, nssistanr Secretafles, or Regional Directors.

Adopt stringent health and social disLancing prolocols tn rhe workplace,
dunng travel, and in rhe private prcmises and activides to be observed by all
omcals and personnel ar al] times. Personnel reporting lor work shall be
provided alternative work mechanisms and necessary preventive health
support such as but not l-imited to appropriate technologies to rninimize face-
to-face contact, protective equipment lif necessary and subjec! to
availabiht$, and adequate supp[1, of proper hygiene and sanitizing agents
such as hand sanitizcrs or alcohol-

5. Undersecretatres arld Assistant Secretaries, Bureau and Service Direclorc,
Regional Directors, and Schools Division Sup€nntendenrs must ensure their
availabihty for decision-makin8 and eflecrive supervision of all work arrangements at atl
times.

6. To avoid risks of exposure pendin8 the undertaking of paiagraph 4 hereof, all
persorlnel in DepEd of[ces in NCR shall work from home tomorro , March 16, 2020,
excepl for those specifically identified ty the Secreta-rj, and by Undersecretaries and
Assistant Secretaries, through their respechve Bureau and Service Directors, as well as
by Regonal Daectors of NCR and Iv , to report for work- A]l [hose reporting for B-ork
on March 16, 2020 shau obser:ve existrag hea.llh pr€cautions and strirrgent social
distancin8 measures nor only in the work premises, but also during tleir kavel to and
from the ol[cc, and rn ther private premises and activities.

7. Pursuant to Item No. I of the same OP Memorandum which states that
'[c]lasses and all school activities in all levels shsll condnue to be suspended until 1+
Apfll 2O2O," al1 teaching and noDteaching personnel io elementa4f and secondary
schools 1n NCR, and in other are&s where class suspenslon on account oI COVID-lg is
officially declared by their respective LGUS. sh4l1 not be reqtrired to report to work
during tie period of class suspension.
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8. [n areas outside NCR whcre community quarantine based on tuidelines by the
IATF or the DOH has been imposed by the appropnate authorides, the iramework and
the directives herein shall also bc applied

9. The DepEd Task Force CO\TD-lg is hereby directcd to issue the ut f<rrm and
nrnimum staldsrds for socral distancing wit}rin the workplace, during travel, and ur
private premises and activities.

I0. All D€pEd oflicrals, teaching and nonleaching personnel are enjoined to moniror
rhe day-to-day developments of the COVID-1q siluation to be able to contribute lo
in{ormed, coordinated, and proportionate response of the Departmcnt to thc challente
o[ containrng arld rnanaginB COVID- f9

ll. F\rrther guidetnes shall be issued to clanfy, amend, reline or supplement thc
above measules, or to align them with di-rectives of the President, recorEmendations of
thc IATF and/or the Department of Health and other applicable rules, regulatlons and
guidelines

12- This Memorandum takes effect immedialely upon issuance

13. lmmcdiate dissemination of this Memclrandum is desired

Secretary

Encl:
None

Reference:
None

To be indicated in the Pemetual Indcx
undcr rhe following subjectsi

A1TENDANCE
BUREAUS AND OFFICES
EMPLOYEES
oFFlclAls
scHools
TEACHERS
UNITS
WORK HOURS
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{Enclosurc No. 1 to DepEd Memorandum No. 0il3 , s. 2O2O)

OFFICE WORI(TEEX PIIN

Divlriou:
Burcru/ Scrvlcc:

To thc Pcr.oEnGl lxvltio! / SGctloE/ UDit:

ln compiiance with t}!e Guidelines for Alternative Work Arrangements and Support
Mechanisms for Personnel in the Department of Education for the Durarion of the
State of f\rblic Hcalti Emergcncy, rhe ldivision/omcel is hereby submiting the
worl(lveek plan for lDate-Date. 202O).

Submitted bv

(Name and Sienature of Division/Oflice Headl
Datc:

Approved by

rrecto

Dryr of WorL Attead.lcc .nd
TIEC .!d Pcrlod

t6 t7 l8 t9 20

SiEE.turcNa.EG of
PcrtoEIel

Po.ltioa Pr!-
cddbr
IIc.lth

Cordltlon

Mon Tue Wed Thu Fn

I

/-

2

Date
and Si ature
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(Enclosure No. 2 to DepEd Memorandum ffo. [)il3 , s. 2020)

lIfDIvlDUrtL WORI(WEEK ACCoHPLIAII ETT REPORT

I{aEC of Per.olEcl: DivldoE/OmcG

Po.ltloa: Bureau/ Eervlcc:

Si ture of Personnel
Datc

Verified bv

Name & aurre of Divisron Chief otfi He
Date

ActE.l Dryr of
AttcEda.acc to WgrL

ActEd TIEG l,og Acturl
AccoEpli.hEcDt/Outt ut

Tucsday, March I7,2020

Ex

7:lO AM- 6 l5 PM . Facrlitated Office Meetrng
. Drafted memo on xoxoxox

Wednesda-,- March 18,
2020

xoxoxo xoxoxo

Thursday. March 19, 2020 xoxoxo xoxoxo

Friday, March 20.2020 xoxoxo xoxoxo /-
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