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Divfuion Memorandum
No. l?4 2023

To Assistant Schools Division Supedntendents
Division Chiefs and Unit Heads
Public Schools District Supervisors
Pubtic Elementary ard Secondary School Heads
Teaching and Non-Teaching Personnel
All Others Concerned

FROM CEf,RRY CGREYES
School uslon t

DATE 17,2023

SUBJECT: Rf,ITf,RATION OF CM SERvICf, PTOLICIES, GIIIDELINES, AIYD
STAI\'DARDS

l. This is to reiterate to all conc€med personnel of the Civil Service Policies,
Guidelines and Standards that should be always followed as a public servart are listed below
as follows:

ATTEI{DANCE

a. Esbiturl Abs€nt€eism happens when the employee incus
unauthorized (no apFoved/official leave) abs€nces for more than 2.5 days for at
least 3 months in a single semester, or thee (3) coN€cutive months in a year.

An employee who has ircurred IINAUTHORIZf,D ABSENCf,S, exce.eding
the allowable 2.5 days monthly leave credit under the l,eave law for at least
tkee (3) months in a semester or at lcast three (3) consecutive months during
the year shall be considered habituatly absent.

b. Eabitual Trrdhess happ€ns when the employee is tardy for al least ten
(10) times in a month for two (2) months in a single s€mester; or l0 times in a
month for two (2) conseoutive months in a single year. Take note that,
technicaly 8:01 AM is already considered tardy, /Secr,on 8, Rule Wlll ofthe
O nibus lmplementing Title l, Subtitle A, Boot V of the Adminislrutive Co.le of
./987). Funher, tardiness s defined under CSC MC 23, s. 1998 as a failue of an
employee to report for work or resurne on time. Any official or employee shall
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2.

b€ considered habitualty tardy if he/she incus tardrness rcgardless of minuics
per day, ten times a month for Two (2) consecutive months or Two (2) monrhs
in a semestgr during the year-

c. foalitrg is strictly discouaged and deemed inappropriale for all
govemment employees. Example of this is when an employee does personal
shopping at the mall during oftice hours.

For strict compliance
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