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Assistant Schools Division Superintendent
Chief Education Supersisor, SGOD and CID
Public Elemen arld Secondary School Heads
A.ll Others

Di tendent

SIr&rECr: ETTE AIOX OF AITERIIAflVE gORx ARRAI|GUETT tll rf,E
DWIAIOI{ F1OR TEE f,OTTE OF XAY 2O2I

1. lhe field is hereby informed ofthe extension ofaltemative work arangement
in the Divioion for the month of May 2021 unless rescinded within the month depending
on tlle progress of COVID-I9 situation in the City and changes in t.Le policy of the
Department. National Holidays must be taken into consideration ilr scheduling the Work-
FroE-Home WFH) arrangement of all teaching and non-teaching personnel including the
city-paid job orders.

2. Schools a.rrd oflices shall implement 4-day work-week schedule s/ith the
da.ily extra two-hours to be done at home or station or a l-day work lrom horoe
arrargement. Heads of omces and schools shall submit the work plan ald rotational
schedule to the Human Remurce Ofrice attention Gule u.. G. vllL.hcrEo6o, AdDh.
Odccr IV (ERl for information arrd records purposes. Requests for other altemative work
arrangements may be approved by the undersigned or her authori.red representatives.

3. All teaching and non-teaching Irersonnel who are not feeling well Eay apply
for a vrork fro,D home arrangerrent outside of their regular schedule subject to the
approva-l of thek io-mediate supervioor or head of oflice and the existing policies under
the altemative work arran8ement.

4. This OIIice reminds alt section heads and school heads that there should be
teachers or persoDnel on duty every day to ensure delivery of educational services to our
clienteles.

5, Should there be queries, contact JlDd..ldy g. Luchc' Project Development
Officer II (DRRM), tlEough 09171156464.

Widest disseGination of this memorandum is enjoined.

Copy F\rrnished: Records Unit I DRRM
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