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Assistant Schools Dlvision SuperinLendent
Chief Education Supervisor, SGOD and CID
Public Elementary and S€condary School Heads
AII Others Concerned

1. Anchorcd on DepEd Order No. 11, s. 2020 re: Revised Guidelines on
Alternative Work Amngements in the Department of Educat-ion During tie Pe od of
State of National Emergency Due to COVID-19 Pandemc, this OIIice shall implement
One-day WorL-FroD-HoEG (W?H) arrangement for all its employees, including
teaching and flon-teachkrg peNonnel in schools on octobor l9-3O, 2O2O subject to
change and/or exLension depending on the progress of COVID-19 situation in the
City.

2. Division/S€ction/Unit Heads and School Heads must ensure the
continuity of providing services to clienteles (husiness continuity) whrle
implementing this arrantement. This means that measures should be implemented
lo ensure that clienteles who are going to the ollrce or schools must be satisfactorily
s€rved belore they leave.

3. All personnel under wFH shall make themselves available and
accessible during working hours, and must be able to respond to directives, requests,
and queries through agr€ed modes ofcommunication with heir immediate supervisor
and co-workerc. They are expected to observe honesty, integrity, and professionalism
in the conduct of thet duties so that govemment time, money, and resources are
employed and used efficiently, honesdy, and economically to avoid wastage of public
funds and resources.
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4. In addition, teaching and non teaching personnel who meet the
following criteria may have their own WFH arrangement subject to tlle approval of
the Schools Division Superintendent (for Division Omce including t}Ie School Heads)
or the School Heads (Ior Sehools):

a. Personnel who are 60 years old and above
b. Personnel who ar€ at risk of infection, including but not limited to

pregnant women, thos€ with immunodeficiency, comorbidities, or other
health risks, illnesses and/or pr€-existing medical conditions as
enumerated in Item 4.b.ii ot DM No. 43, s. 2020; COVID 19 Suspect
Case and COVID-19 Probable Cas€

c. Personnel who encounter dimculty reportrng to omce or schools due lo
the impositron of stricL home and/or local communrty quarantine,
curfew, Iimited or no access to any available modes of transportation
options, and/or other regulatory limitatjons on intermunicipal/city
tiavel.

5. workweek PIan and Individual Daily Log and Accomplishment Report
must be duly approved by the respectrve immediate sup€rvisors and aLtached to
Daily Time Records (DTRS) at the end of the month. No record of trme log and
accomplishment during the eflectivity of tlis memorandum means that no work has
he€n rcndcred/performed for t}Ie day, thus subject-ing the personnel te absencc.

6. Furthermore, schools must establish a mechanism to cater complaints
from parents or stal<eholders regarding the qua.lity of service provided to them by the
school during tiis time of pandemic as well as concems/lssues/problems towards
the modules received. The Division DRRM Hotline: 09171156864 may also be Siven
to rhe parents, teachers, ard learners as a means for direct feedback te thc Division.

7. Should there be queries, contact .rtodafity 8. LucItG, Project
Development Omcer ll (DRRM), through 09171156864.

widest dissemination o[ this memorandum is enjoined8

Encls:
Enclosure A OFFICE/SCHOOL/CLC WORKWEEK PLAN
EncosuTe B INDIVIDUAL DAILY LOG AND ACCOMPLISHMENT REPORT

Copy Fumish€d: Records Unit I DRRM

AdrrE: Salre H,ghEy, Purok 6, Casrsais, Malaybolav citv
T.t.nt (oaa) 314 0094
EErrl Ad.t s: malaybalay,city:,ad.p.d8ov ph



T*,losu,rc- A

oFFlcE/acEooL/c,,c woRI(trrEEK PLAN

To the Por.onoel Dlvl3toa / Soctlon /Urrlt:

In compliance with the DepEd Order No. 011, s. 2020, the (Dn IgIOf/O!!!CE/ACHOOL
submitting the workweek plan for the period,t _,2O2O.
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II{DIVIDUAI DNLY LOG AI{D AOCOUPLIAHUEf,T REPORT

Date/s Cqvered: Octob€r I9 30,2020

Home
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Submitted by:

Name of Personnel:
Divisionl
Bu reau / Service / School

Position
Date:

Actu.l AccoEDu.ht[cot

Virtual Training on Establishing
Tree Nurseries in Schools
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October 19,202O
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