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TO:

FROX:

AII Otherg

hools
v. GAZ.O

Assistant Schools Division Superintendent
Chief Education Supervisor, SGOD aJId CtD
Public Elementa.ry and Secondar'y School Heads

tendent

1. The fleld is hereby informed of the implementation of elternative work
arangement in tlre Division for the period of Febrrrlry 15 -26,2021 subject to change and/or
extension depending on the progress of COVID-Ig situation in the City and changes in the
policy of the Department. Nationa-l Holidays muat b€ taken into consideration in schedulurg
the Work Froh-Home [WFH) a.rrangement of all teaching and non teaching persoDnel
including the city-paid job orders.

Fe tt,2021

IXPI,EEITATIOT OF AL1IRIIATIVE WORT ARRAIiGEXE T III TEE
DMAIOI! BOR tgE PERIOD OF TEERUARY 15 - 26,2ayrt

2. Schools and offices shall implement 4-day work-week schedule with the daily
exEa two-hours to b. done at home. Heads of otrrces snd schools shall submit the work plan
ard rotatronal schedule to the HuEan Resource Ofhce attention Ghh Xr. G. Vllla.LcrEoss,
AdELlr. Omccr IV lHRl for inforDation and records purpos€s. Individual accomplishment
reports must be attached to the DTRS. Requests for other alternative work arangements,
such as two-and-a-half day work a-rrangement for those working in small spaces, may be
approved by tJle undersigned or her authorized repres€ntatil'es.

DATE:

AI'B'ECT:

3. All personn€l in work-from-home altemative work arrengement must stricuy
obs€rved offce hours p€r Executive Order No. 292 entitted Instituting the Administrative
Code of 1987. Any govcrnment employee violating it should be reportcd into this Ofrce and
shall be dea-lt with administratively.

4. Should there be queries, contact JlDdaady 8. Lu.C.o., Project Development
Offrcer lI (DRRM), thrcugh 09171156864.

5. This Mcmorandum shall teke eflect immediately upon issuance. All other
provisions in existing Division Memomnda inconsistent Eith this M€morsndum are hereby
sup€G€ded and are therefore de€m€d rescinded.

6 Widest diss€mination of tJris memorandum is enjoined

Encl: None
Copy Fumished: Records Unit I DRRM
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