
l&epublir of tbe lpriti$pfnes

Bessrtment of @[ucstron
CARAGA REGION

SCHOOLS DIVISION OF SIARGAO
Office of the Schools Division Superintendent May

DIVISION MEMORAITDUM
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IMPLEMTIITATIOIT oF DEPTD ORDTR 1Io. 04, S. 2025 RE: GUIDEIIII[ES OI{
THE AI}OPTIOIT OF TIIE FLE}UBLE WORI( ARRA1TGTMEITT III THI

DTPARTMEITT Or. TDUCATIOIT

To: Assistant Schoois Division Superintendent
F'unctional Division Chiefs
Division Office Personnel
All trlementary and Secondary School Heads
Al1 concerned
This Division

1. Pursuant to Deptrd order No. a4, s. 2025 dated March 5, 2a2s titled
"Guidelines on the Adoption of the Flexible Work Arrangement in the
Department of Bducation", this division is hereby directed for the strict
adherence of these guideiines and shall take effect immediately.

2. Please see a.ttached enclosure for the Scope, General Policies, Procedures and
templates to be used. It is reiterated that the heads of functional offices shall
pr'f,pare tJte Summary af the Personnel tJnder Flexible Work Arrangement (Annex
Bi and 82) an:d shali submit tl e approved form to the Personnel Unit not later
than the four-tJ. week ol the preceding month for monitoring and recording
purposes.

3. Immediate dissemination and compliance to this lVlemorandum is desired.

Assistant Division t
in-Charge

Oftrce of the Schools Division Superintendent

Encl: As stated
Reference: As stated
To he indicated in the Perpetual Index under the following subjects:
F'L-EXITIME ATTtrNDANCE GUIDELINES

OSDS/momr:say
asls/25
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Address: Brgy. Csrneffa, Dapa, Surigao del Norte, 8417
Contact No.: 09190040217
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GUTDELIIYES OI{ THE ADOPTIOI{ OT ?HT FLEXIBLE WORK ARRAI'IGEMEI{T
IN THS DTPAR?MEHT OF EDUCATION

"i'o: Unclersecretarirs
Assistant" Secretar-ics
Bureau and Sen ice Dir*ctors
Rcgional Dircctors
Schoois f)ivision Superintenclents
Iri:blic Elementary ar:d Secondarv Sch.ool Heacis
All Others Concernecl

l ' The l)ei:altrrent of Erlucation {DepEd) issues the enulost:d Guidelines on theAdoption of the Flexible Elork Arrangement in the Department of Education
pursui:u-at to Cirril Sen'ice Commission Memora-nclurn Circular {CSC MC) No. 6. s.2422 0r the Polit:ies on Flexible work Arralgements in the Gor,ernment, as amenclecibv CSll l\4C No. 0tr. s. 2025, and Cornmission on Audit-Deparlment of Budget an6h{anagement Joint Circular No. 1 , s. 2022 or- the Policies .rn tt * Acloption of Flexible
Work Arra:rgement for Conrract of Serwice and .-l*b Order Workers i-i, Gor,*rrrment.

2. "lhc mechanisms. prot:erh.tres. ar:c1 standards stipulatecl herein shaJl guide allDeplirl otfices anri schoois. rnclucling the heacl* of ofii***, humlxr resource
managflment otiicers. zu:d Deplld ,oersonnel on the impierncntation of flexible lr.arkarrangerlents in Lhe Department.

3' Ail DepEd orders, Ivlernoranda, rules ald regrrlations, and other relaterl
issuances or pat-ts thereof that ar-e inconsistent urith this Orcler and its provisions
are repealecl. rescinded, or modifiecl accord.ingly.

4' 'I'his Order shall take effect 15 rlays fron: its approval, issuanc*, andpubiication on rhe DepEd :,,,'ebsite and shall remain in 
-force 

unless other-w,ise
repcair:d. rescineled, or modiiied accordingly. Certifiecl r:opies of this Order shall beregistcrcd with the Office of, the National Administratir.e Register {ONARi at theuniversit3. r:f the Philippincs Law center {up LCi, up Di]iman, i)rr*r,rn city.

5' F{]r amy r:larifications or inquiries, piease contact the Bureau of HumanResource and organizatiaaal Development-Personnel Division, Ground Flo*rAlonzo Building, DepEd Cenrral office, DepEd Compiex, Iv{eralco Avenue, pasig Citythrough l.he ernail at trhrod.pd[rircleped,gor,.ph or telephone number (0?] g633-g34S.
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6. Lnmediate disseminatir:n oland strict cornpliance urith this Order is directed.

.trncl,
As stated

Referenees:
Dep$d Order N*. 011,, s- 2O2O
DepEd U{emqrandrrm No. S29, s. 2il?,2
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To be ind,icated. in tl:e Ferpetuel lndex
und"er ttre following subjects;

ATTENDANCE
BUREAUS ANT CIFFICES
EMPL$YEES
OFFICIAI*S

SCHOOLS
TEACHERS
UNITS
WORK HOURS

JDMC MPC" SO Fli4A *uid*lines ir llepEd
0046 - relrruar].25, 2025

J
s

\

I

SONIiTY AII(}ARA
.ff Secretary "PJ

dPjLr(,



EI

Enclosure t* DepEd Order No.*S-* s. ?O25)

GUIDELINES ON THE ADOPTIOI{ OF THT FLT}fiBLE WORI( ARRAI\IGEMENT
II{ TIIE DEPARTMENT OF EDUCATION

I. Rationale

The COVID 19 pandemic disrrrpted the operations of the Department *f
Education iDepart-ment), necessitating a shift from traditional face-to-face
learning tc alternative modes of instruction, digitalization of processes, amd
rernote ,arork ;:rra:rgements for staff and educators. Despite these
challenges, the Dep:utment has successful15,- ensured the continuity of
hasic education services rnrhile prioritizing the health and safety of
emplovees through the impiemcntation of inforznation zrnd
communications tech:eolog' st-rategies, Hr:u,,'errer, the threat of similar
occurrences, u:cluding natural and man-made calamities arld
trarlsportation issr-rcs. persists.

Cir.il Senice Cornrnission Mernorandum Circuiar (CSC MC) No. 6, s. 2O22
errtitled "Palicies rsn Flexible Work Arrangetnents ln the Gouernmetlt", a,$

amended, irrstituiionalizcs the policies, systems and standards on work
arrangements thal may be adopted by government offices to provide a sarfe
workspace for gLlvernment olficials and err-rployees and to ensure the
continuous deliverv of public serwice. particularly during ernerS4ent
disruplive situations caused either by r:atural and man-made calamities.
crises, lra{fic congestions, and the institutionalization of energir-6fficiency
ar-icl conservaticn ;ls a nat.ional rn-ay of li{e.

In addition, CSC tirror-rgh MC No. 2, s.2021 dated 0i March 2021, enjnrned
all gove'rnment entities to fcrmulate a Public Senice Continui6. Pla:r
(PSCP) to ensure continuous deiivery of senices to the public amidst zur-v
disruplion. Cr:rrespondingl_v, DepEd, ttrrough a Press Release nrirnbered
PR"24 A4 024 issued last 12 April 2024. deciared that the flexible u'ork
arrangements to i:e impiemented shall be adaptable and responsir.e',r,ork
sche-rnes for government officials and empioyees to manage ally cltrrent or
emergent situations caused either by natureil and man-made calamities or
any other situation.

Further, the Metropolital Maniia Development Authority {lv{MDA} issued
IUMDA Resolution No. 24-08, urging ali national gor.ernment agencies rn
the National Capital Region to irnplement a modified u,'orking schedule
from 7:00 am to 4:O0 prn to alleviate traffic congestion, especialiy during
peak hc:urs. The Civii Sen'ice Comrnission (CSC] supported this initiative
tlrrough an advisorv published on {,'ebruary 21, 2024, promoting t-he
Adoption of Flexible Work Arrangernents iF'WAs) in the Gol,ernmen't to
Im.prove the Trafhr: Situation irr Metro Ir4anila. The advisory reiteratecl the
possit)le work schcmes and reminded agencies tr: ensure continuous
public senrice delivery fram 8:OO am to 5:00 prn during core rr,,'orking hours.
It also emphasizecl the need for agencies to deveiop internal guidelincs on
FWA.
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Similar sitt-tations i-are experienced by Deptrd employees assigyred in highiy
r.rrbanized cities like Metro Cebu ald Melro l)av'ao, lv'ho are livingl from
r:lher cities or fror:r nearby prcr.inces u.here the emploJrees need to tranrel
daily ft5l:r their rcsidcrrcr-'s to the office travailing; the cliscom{brt af heaw
traffic in the rrietropolis or 'bearing the l:igh ccst of fuel and toll fecs.

I-a.st1y, COA and DBM released Joint Circular No. 1" s. 2$22 rlatecl
Se1:te:::ber 13. 2A22 cntitied 'Poftcies on th.e Arl*ption. of Flexihle Work
An'anq*ntents frsr i"lcr:.fract af Sensice FaCIS) and ,Jolc Arder {JO} Workers in

Gauerutmen-t" ta providc an inclusive pnlicv cn flexihle work arrangernents
in the government b\, ensuring that the needs and expectatior:s of other
workers in the governrrlerrt are acldressed in vierv of the circurnstances
brougl:t abi:ut b3,. natural and man-made calamities, disasters, and other
similar srt uations.

Ll vieui o[t]re at:ore, this Order aims to establish the internai guirleiines of
the Departrnent to ir::plement the abovr-mentiorrecl issuanccs on the
adr:pticn of flexiblt: ra,r:rk a:Talrgemenls in DepEd nffices to prioritize tire
health and safetS of all officials and emplo1.sss, particul*rrly during
*mergent and disrirptir-c situati<;ns, whiie ensurir:g tlre continl]clus deliver_y
of servicr:s and lhe achieyernent of agencv m.andates, targets, iind
prograrns. This measure foster work-life baiance, prclmote the use af
inforrnation communication technoiogy- in current x,ork processes aLd
s-Ystetns arrd ensures the provision of efficient pubiic sen ice to all learners.
rlients and stakeirrlld6r* in anv situation.

II. Scope of the Policy

The flexible rvork itrrangerrrents stipulated ir this Order shail cor.er a1l non-
teaehing and related-teaching oflicials and employees, Contract of Serviee
{CoS}, and Job Order UO} Personnel (collectir.ely referred to as "DepErl
[-]r:rs*nnel"] in all go\i*ma]rce 1eve1s of DepEd offices" all public elem.entary,
junior, and senior high schools, and community lea.rning centers {CLCs}.

Tcaching tr:er=sonnel shall adhere to the class schedule and arrangement adaptecl
i-tt thr: start of lhe classes consistent q'ith tl:e Learning and Serwice Continuit3r
Pian as part of the Scircol lrrrprorrement Plan {SIPJ.

nI. Delinitian of Te rms

F't:r the purTloses r:f these gr-lidelines, the foliowing terms are defined as foliorvs:

Combination of F'lexible Work Arangements refel-s to the adoption of
cr:mbinations of Fl&/As that are prescribed in this policy.

Contract of Senrice {CoS} Personnel refers to the engagement of the:
services r:f an indir:id.ua1, learning senice prorrider or technical expert to
r.rndert;rlie a speciitl project or job within a specific period.

Flexiplace refers to an output*orientcd work amangernent '*,hich
au[horizes DepEcl +fficia]s or employees to render senrice at a ]ecati$n away
from their otlicr. on a temporary' basis dul-v approved by the head of
of{icef agenc-;*"
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Work from Home {WFI{} refers to a type of flexiplace arrangement where
DepEd officials or employees work at home or their residence.

Flexitime reiers to a rvork arrangement where oflices adopt flexibte time
for DepEd Personnel stafiing from 7:o0 AM to 7:o0 PM on a daiiy bnsis.
pror:ided that the:'equired fi:rty {40)-hour workr.veek is comptried with.

Flexitrme shall be ciassified into two (2i categories as follows:

Fixed Flexitime refers to a fixed schedule wherein an Deptrd Personn*l
is r-equired to arrive at work on the fixed schedule and is expectecl tn
render forty i4O| hours of u,ork per urorkureek.

Full Flexitime refers to a flexibie schcdule wherein a DepEd Personnei
ma\r opt tr: a.rrir.e at ',r.ork anytime between 07:00 am to 09:OO am and
is cxpecterl to rr:nder ft:fiy (4O.} hours of work per workweek.

Ilead of Functional Office refers to the individual directlj, supen ising
day-tn-day operatiolls of a DepEd r:ffice/schooifcommunity learning
center {cLC), u,hich includes Exccutive Committee members, Directors,
SDSs, school/CLC heads, division chiefs, and other designated officials
authorized b-y th* Head of Office to .supen ise personnel withirr their
jurisdiction.

Heads of Office rr:ftrs to the highest official in each go\rernance level. For
the Cer:tra_l (fffict, {L'O), "head of office" refers to the Secretary or the
designatcd undtrrsecretary/Assistant Secretar3-lBureau or sen:ic*
Eirecror supervrsing a Bpecific strand/hureau/service/office/unit. For
Regional oflices (Rosi. "head of of{ice" refers to the Regional Director {RD},
rvhile lor Schools Dir.ision Offices {SDOs}, "head of oflice" refers to the
Schoois Didsion Superintendent (SDS).

Home/Residence rel'ers to either permanent and/or temporary piace of
residence as declared in his/her recent Personal l)ata sheet {pDS}
submitted to the [,ersonnel Division/Section/ Unit.

Job Order Personnel refer to personnel i,r.hei perform piece rvork {pakgaut)
orinterm'ittent or emergenc.y jobs such as clearing of debris on the road.s,
caftals, rtratellvan's, etc. aftcr naturalfman-made clisasters/occurrences
and other manualltrarles aurd crafts senices such as carpentry.,
plumbing, electrical and the iike.

On-site refers to of{icial u'orkstations where DepErl Personnel are required
to ph.'*sically report f<rr the workday that includes ollice/school premises.
fieldrvork sites, pi:rtner facilities for DLMs, distributron and pick-up sites.
and other workstation-related venues outside of the residence.

10. Personnel With Medical Corditions {PMC} refers to DepEd ofiicials or
employees unho are recuperating from a nreclica-l condition, supported bv a
medii:,al certi{icate issued by an attending ph-vsiciar, but are still able to
perform regular tork assignment at an alternate rvorksite, e.g., DepEcl
ofiicials and emplo\,-ees r,r,ho are undergoing medical rehabilitations due to
accidcnts, Osteogenesis Inperfecta, cancer, diabetes mellitus, chronic
kidney disease, and other analogous qlissases.
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v.

1 i. Skeleton fiIorkforce refers to a rvork arrangement where a minimum
number of DepEd Personnel is required to man the office to render ses,ice
when full stafling Ls nr:t possible.

Policy Statement

The Department shall ensure the protection of health, safetv, and general welferre
r:f its emplo},ees. It shall be sensitive and responsive to Lhe needs, situations and
circumstar:ces of its personnel. It seeks to boost the morale and enhance the
rvelfare of DepEd Persorrnel iry givrng them the opportunity to accompiish their
Lashs thrr;ugh their preferred work em.ironments errid arrangements, ;1s
applicable. thereby increasing productiviry and perforrnance, amd atrlou.ing a
u,ork-life balance,

This policv further irims to institutionalize relevant and erppropriate work
arrangements for DepF-d Personnel while ensuring delivery of and non-
disruption of public seri,ice in order to achieve the objectirres set in its strategic
i:ian under arly circumstance.

Wirh t1e Department's commitment to continuous development anci
improvernent. this policy seeks to implement progressivc approaches to ensure
dclivery of qualltv basic education through improvcd performance utilizing
rl"f*ctir,'e Fl exible Work Arrangement option s

General Pollcies

l. Continuity of DepEd Programs and Senrices

ti. The Secretarl', Undersecretaries anrl- Assistant Secretaries, Bureau an<l
Sen ice Directors, Regional Directors, zrnd Schoois Divisign
Superintendents shall ensrrre their availability for clecision-making ancl
eff'ectir.e supen ision of a]l w"ork arrangements at a-11 times.

b. Heads of Oflice sha1l gir,e priority to the delivery of the following essential
sen ices withirr their jurisdiction :

i. Hezrlth and emergency frontline senices;
ii. operationalization of the Nationa-l Learning Recovery plan {NLRp);
iii. school operations alcl activities stipulated i:r schooi caJendar per

DepEcl order {Do) No. 009, s. 2024 aod subsequent issuances tc, i:e
released by the Department;

ir'. senrices th;rt support the above-mentioned and other general
operations such as but not limited to:

a. Administrative snd Securit3r Sen{ces;
b. Finaurcial Scrviccsl
c. Humal Resource Management Sen,ices:
d. Information, Communication, and Technoiclgr- Senices;
e. Planning Senices:
f. Legal Selvices;
g. Public Assistance Sen'ices;
h. Procurement Seruices:
i. Staff assistance to Executive Decision-Makirrgt and
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J. other r:nticarl ser-vices to be identified by the authorized DepEd
officiarls.

Heads of ofl-rce, upon the recommendation of thc Head of Functional
oflice, shail determine the appropriate work arrangements to be
impiemented in ther respective jurisdiction based on the follou.ing
considerations-i:

i. Office mandatcs/functions;
ii. Exrgencl, of scn'ice;
iii. F\nctions/processes/serv'ices that can oniy tre performed on-site;
irr. Functions,/processesfseniccs that can be performed through

telecommlrting, online platforms or other strategies {see Annex,4);
v. Health statu* and conditions of individual personnel;
r.i. Border and [ransport consideralions;
vii other direciives that ma-y be assigned by the Heads of offices in

the CO, R{}, and/or SD0; a:rd
viij. specifrc circurnstances of their empio-vees and/or locality of

residence rrr oflice location-

.Ju. The adoption of F-WA rna-v be a.llorved based on the circumstalces anrl
conditions outhned in these gguidelines. Therefore, Heads of offir:e are
expected to rer ierv the needs of their clientele, office mandates alct
functions, and other par-ameters set forth herein, inclucling the-
assessment of cmplovees whose functions may be performed off-site or
other urork arrangements, as basis for the planning and implementation
of FWAs. Heacts of Of{ice within his/her discretion can a-rnend, cancel or
disapprove the flexible work arrargement based on the neects ancl
priorities of histher office.

General Rules for Flexible Work Arrangements {IilWA}

a. Al1 DepEd Pr:rsonnel, shal1 render not less than fortv (40) hours of
urork a rneek, exclusive time for lunch.

The Heads of Olfuce shali ensure their availatrility for clecision-making
and effective supen'ision of al1 work a-rrangements at ali times.
Likewise, the-v' shall ensure ttre continuous delivery of service in the
respective offices during the core working hours of 8:00 am to 5:O0
Irm on u.orking days, ilrciudiirg lunch break.

DepEd Personnel under any Flexible work Arrangement are required
to attend the flas raising ceremony at exactly eight c'clock in the
rnorning {8:ot) ami of every Monclay as proruided in Reputrlic Act No.
849 i otheru,ise knor.r,nr as the Fla"tS and Heraldic Code af the
Pttilippines-

DepEd oflicials and employees reporting on-site shall be entitled to
uompensator*,' or.ertime credit or ovcrrime pay pursuant to csc zurcl
Department of Budget and Management {DBM) Joint Circuiar No. 02,
s. 2o 15 {Policies qnd Guidelines on ouertime seruices and ouerrime pag
fur Gouerrtmen.t Empksgees) and DO 30, s. 2A16 {Policies anri
Guidelines on auertirne seruices and Pagment in. the Department oJ-
Eduxation)as arnended by Do 5, s. 2019 for senices rendered be1-ond
the normal eight (B) hours on schednlerl workdays or fcrrty {4o) hours
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a week, anci those rendered on rest ctays, holidays and special non-
u.orking da-l's, exclusive of time for lunch, subject to availability of
fr-rnds and the applicable accounting and auditing procedures.

CaS and .IO ;:rre entitled to compensatory overtirne credit or crvertime
pay pursuant to COA and DBM released Joirrt Circular No. 1 , s.2A22
{Policies on the Ad"rsptiott of Fleible Wark Arrangements for (lontract o.l-

Serufce ICOSI a.nd Job Order {JOl Worker-s in Gauentrnerutl ald as
prorrided for jn their respective Senice Agreementf s or Contracts.

DepEd offrci:rls a-r:d cmplo-rrees may apply to any flexible work
ar-rangement, endorsed/recommended l:y their rrspecti\re heads oI
oifice withsut prejudice to the DepEd officials' or employees'
participation or involvement in official activities of the agency
outside of their approved flexible work schedule.

3. Flexible Work Arrangements ilr DepEd

a. Flexitime

i. I)epEd Persr:nnel under Irlexitime w-ork arrangement shall be
required to I eport for work for fir,e (5) days a u,'eek from Monday to
Friday, equr.r.alent to forty {40} hours a rveek, exclusive of time for
iunch.

ii. The adoption of F'lexitime sha11 start not earlier than 7:00 am and end
not later tha:r 6:00 pm. Under this rarork arrangement, Deptrd
Personnel miry choose their time-in in the morning and tirne*out daily
f'or the durat'ion of the period subject to the appror.al r:f the Head of
Functional ()l'fice"

Heads of Functional Office shall ensure that the public is assured
of their frontline senrices from 8:OO am to 5:OO pm, including
lunch break.

iii.1.'lcxitime during flag ceremony da.vs shall be shortened allowing
I)epEd Personnel to log-in from 7:OO am to B:OO am only and shall
cnd upon the completion of the required eight (S)-hour workday.

iv. trxisting ruies cn tardiness and undertime shall apply to this rvork
arrangement.

v" (]ffices may adopt any of the following Flexitime options based r:n t-hc
r;onsideratrons provided in Section V.1.C of this policy:

a" FUII Flexitime

l. [.'u11 flexible u'orking hours shali start from 7:O0 am to 9:00 am
and ends from 4:O0 pm to 6:00 pm.

2. A DepEd Personnel under this arrangement shall report for
u,ork at ar:5r time between 7:00 am to 9:00 arn and shali
complete rhe required eight {8} hours of work per day. DepEd
olllcials or empio5'ees *"*ho report for work past 9:OO am shall
be cansiclered tardy while thr:se who arrive betuzeen 7:00 am

e

f.

u
"/

r
.t



to 9:tXl am but fail to complete the required eight {8),hour
workclqy shall be considered to have been undertime.

3. Fuil flexitirne shall bc limited to 7;00 am to 8:OO am only
tlunng llag ceremony days. Deptrd Personr:el who arrir,e past
B:00 am shall be considered tardr,.

b. Fixed Flexitime

1- DepEd Personnel under the Fl-red Fiexitime scheduie shall
choosc liom t}re foliouing fi-xed work schedules subject to the
approval of the head of their Head of Functional Office:

lFork Schedule Lunch Break
?:00 am to 4:00 pm 1i:OO am to 12:00 nn
8:0O am to 5:00 pm 12:OO nn to O1:OO pm
!):00 am to 6:OO prn

2" In appror.ing the frxed work scheclule of Deptrd personnei, the
Head cf Functioneil off,rce shall ensure that there sha1l be
continuous provision of serwices in their respective offices from
7:0O am to 6:00 pm.

3. The ciiosen work schedule shall be the fixed scheduie of DepEcl
Personnel, tvhich ma1, be changed only after slx {6} months.
when necesseirl,', subject to filing of a written rcquest at least
thirt-v i3o) da.r's prior to the start of the intended change of work
schechilc and approval of the Head of Fr"rnctional of{ice prior
to iLs implementation.

4. A fifteen {lS}-rninute grace period shall be allowed for Deptrcl
officials or emplovees under the Fixed Flexible work schedule,
regardless of number oI times jn a month. Howerzer, in orcler to
complete the required eight (81 hours of wctrk in a d.ay, the
number of minutes of late anjval in a day ma5r be offset by
sta5,'ing for an equivalent nurnber of minutes of late arrival
bel,ond the fuied time of departure of the approved work
scheciule.

b" Skeleton Wcrkforce

i. skeleton r,vorkforce shatr1 be adopted only vrhen full staffing is not
possible cluring emergerrcy cases such as during ar1 occnrrence of
trari.sportaticn strike, panctemic, or other extreme circumstallces.

ii. T'he total number of DepEd Personnel to rcake up the skeleton
workforce shali he determined by the l{eads of Functional office
basecl on the considerations and pararneters provided in Section v. 1.c
of this policv.

iii.DepEd Personnel assigned as skelcton workforce shali cornply rrith
thc normai r.r,orking hours of not less than eight {8} hours a day,
exclusive of time for lunch.
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iv. Deptrd Persr:nnel who lailed to report to ofiice onsite on their assignecl
\.\Llrking cla-vs sirail be consiclered absent, either as an authorized or
unauthorizecl vacation lear.e. as applicable, unless a meclical
certificate is presented to avail of sick lean e of atlsence.

C. Work-From-Home {WF.HI

I W,:rk Fronr Home arrangement for empioyees under extrerne
medical arid situational conditions may be allowed onlv for the
foliow"ing circumstances, subject to the approval of thc Head of
Functional Of{ice:

a. DepEd iifficials and employees under extrerne medical conditions
who can physically ernd mental15, perform reguler work
assignmr:nt in his/her permanent or temporary residence uporl
the rec{}mmendation and certihcation by his/her attending
physician:

1. Those recuperating from illness or sickness such as
Oste'genesis Imperfecta, cancer, diabetes mellitus, chronic
kidncv disease, and other analogous diseases;

2. Those who suffered from accidents affecting motrility;
3. Thosc wrth high-risk pregna:rcies,

il. DepEd olhcials and employees residing or are currently iocatecl
in areas atl'ected by the following situational conclitions:

1. Emergence of a national or loca1 outbreak of a selrere
infer:r,ious drsease {i.c. COVID-19 virus}:

2- calamit-v-stricken area due to an occurrence of natural or
mal-made ca-lamities wherein roads are inaccessibrle anrtlor
the rmployee is stranded;

3. Transportation strike.

ii. Requests lirr WFFI arrangemenr shail be accompanied by the
faliou,ing documents. Failur:e to sutrmit the necessary
documentarion mav result in the deniai of the request, without
prejudice t<; the filing of an appropriate lean'e application:

ry

T\

f

Condition __ Requirements Period of SIFH
Medical a. Request letter adrlressed

to the head r:f office;
b. Recormnendation of the

attcnding ph_vsician to a
WFH set-up, supported
with medical records of the
employee concerned; arrd

c. Medical certilication that
the ernployee concerned is
llt to work despite of
his/her medical condition.

Based 0n the
recomfitendation af
the attending
physician.
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Declaration of state of
carlamitSr
F-or item V.3.c-i.l:,3
An-nouncement of
transport strike lrom
rcliablc rcsourccs
Request letter addressed
to the head of oflice;
Other supporting
clocuments to verifv the
extent of the sitnation of

D

b.

c"

on the number
of days of the
declared state of
calamity or transport
strike. This may be
reduced once the
situation of the
employee concerned
impror.es.

iii. ln cases of sudden decia-ration ol state of National calamity by the
Oflice of the Fresiclent or concerned Local Government Unil_, when
there is dismption of work such as imposition of lockdown,
quarantine. offices ma3. shift to a Work from Flome a_rrarlgement, as
approved h1' the Head of Functional Office, unle$s a declaration of
rvork suspension is issued.

iv. Officials ard errrployees ar.ailing WFI-I must han,e adequate and
appropriatr communication equipment, tools, and connectivitSr to
perform his/her assigned tasks and facilitate coordination.
con su ltati on, and a dministratir.oe proces se s.

\i wFH ma-ri only be adopted as a reguiar work arrangement througir
the combination of FWA as indicated in section v.3"d of this
issuance.

rri. The irxed r.t'ork schedule for the wFH arrangement shall L:e from
B:O0 am t* 05:OO pm oni . Deptrd officials and employees shail
report theil time-in anci time-out to their respeclive Heacls of
Functional offrce or imrrrediate supenisor *irough the agreed mode
of comrnunication to record their actual time 1og (in and out) and
reflect the si:me in the Individual Daity Log and Accomplishment
Report {IDLAR} {Anrtex D}.

vii. The IDLAR shal1 reflect the time logs and actual accomplishmenrs
of the ernployee for the day. No record of time 1og anci
accomplishment shal1 mean that no work/service has been
rendered/pcrlbrmed for the da-y, thus subjecting the personnel to
absence-

The tirne nnri aftendzurce shali likewise be rellected in the Daily
Time Records {DTRs} du13' appr,:r.ed by the respectiye Head of
Functional fjffice;

viii. The Heads of F\rnctional office r:r irnmerliate supervisor shall
provide the tasks to be performed of the DepEd offrcial or empl:yee
concerned to the {irll extent possii:le in terms of person-days per
workureek,

ix. DepEd officials and empioyees under wFH shalt make themserves
available and accessitrle during working hours, and must be able to

H,
#
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respond to cireclives, reque$ts, and queries through agreed modes
of commu:r jcation with their immediate superv'isor and co-u,orkers"

x. Deptrd officials and employees under this arralgcment sha-ll not be
entitlett tr-. Comperrsatory Overtirne Credit or Overtime pay.

d. Combination of Flexibte Work Arrangements

i. offices ma-v adopt a combination of skeleton worldorce a-nd wFH
arrangement aa their regrrlar work set-up for DepEd Personnel. as
rnay be applicatrle. This arrangernent shall be ii.mited to one {1} ciay
WIIH and four {4} days at Skeieton Workforce or on-site reporting.

ii. DepEd of{rcials :rnd employees under this arrangement may choose
the day of their pref'erred wFH arrangement between Tuesday to
I'riclay onlv, subject to the approval of the Heads of Functional office.
lleads of Functional Office shall ensrire the equal distribution ol
cmployees present on-site per day.

t

VI" Procedures

2.

1 Upon consultation wjth hislher respective DepEd Personnel and proper
assessment of thr needs ald maldates of the Of{ice, Heads of functiona}
offices shall prepare the Summarv of Personnel Under Flexible Worlr
Arrangement {Annex 8.1 and 8.2],. DepEd personnel shall al-fix therr
respectir.e siggratures as sign of concurrence to the selected IrwA.

He;rds of Functiotral Office shall also be responsiblc for monitoring anrl
ensuringl equai rlistribution of the work arrarlgernents of DepEd personncl,
to be submitted to the Head of Office coirr:erned as foilow"s:

3. The approved requesr of the respective offices shall be submittecl to the
Personncl Division/section/unit not later than the fourth week of the
preceding month lor monitoring and recording purposes.

Except for Fixed Fiexitime, the DepEd personnel and/or office may change
the assigned FWA on a month13, basis subject to the consent of the DepEcl
Personnel, as rna!' be applicai:le, and submission of the approved Request
far Change of Fiexible wcrk Arrangem ent {Annex cJ, if appricable. togither
x"ith the updated surnmarl'of Personnel under FWA (Annex B. jlB.2) ta

v
d

r
1

Governance
Level

Recommending
Approval Approva!

School School Principal
Schools Dirrision
SuperintenclentSchools Division

Office
Assistant Schoois

Drvision Superintendenr

Regional Office Chief of Functional
Division Regional Director

Central Office Director Secretarv / Unclers ecretarlr
in Charge

4



vII.

the Personnel Division/Section/Unit, not later than fourth week of ttre
prececlirrg month.

Non-suLrmission t:[ an updated Sumrnar--s of Personnel under FWA sha1l
denotc the statrrs qui: of the current wcrk arrarrgement-

Grievance lldechanism

Concerns, complailts. and/or rriolations arising from the implernentation gf
this policv shal1 bc addressed through the gr"ievance machinery prr:vided
under DO No. 35. s" 2AA4 {Revision of the Grievance Machineries of the
Departrnent of Education) or pertinent rules on administratirre cases in the
r:ir.ii sen ice.

Monitoring ard Evaluation

i " The Head of Functional Cf{ice shall be responsible for the strict adherence
to and irnplementation of these guidelines and shall reguiarlv monitor and
erraluate the implemcntation of this policy" within their jurisdiction. in
addition, they shall establish a systematic feedback mechanisrn to acldress
and report any policy or implementation issues tJrat may arise .

'2 The Bureau of Humar: Resource amd Organizational Developrnent
Personnel Dt'r'isicn (BI-{ROD-PD) shall l:e responsible for t}re overall
supen'ision altl inonitoring of the irnplementation of this poiicy in ;r1i
goverrlance levels. together with the Personnel Section in RO arrd Personnel
Unit in SDO- In acidition, the Personnel Section in RO and Personnei Unit
in SD{l mav also submit their polic}r recommendations wttenel.er ileemecl
necessarv.

3" The BI-IROD-PD shall consolidate the policy recommendations and ensure
that issues and .-oncerns are properly' documented and elevatecl to the
DepEci Executive committee in aid of future policy enhancement.

4. The Departmeltt may issue subsequent issuances and supplemental
griidelincs to furt.her implement this Order in the event of additional
requirements set by national laws or policies, cr as may be necessar\r.

References

These are tJ:e foilouriag policy issr.rances u$ed a.s reference in tJre development
af this poliry:

csc Memorandum circular No. 18, s, 202o, Arnendment to the Revisecl
Interim Guiclelines for Alternatirie Work Arrangements and Support
Mechanisms for Workers in the Government during the Period of State of
Public Health Enrergenc;y due to COVID-1g;
Deplld order Nri. 11. s. 2020, Revised Guidelines on Alternative work
Arra:rgement* in thr Department of 'Education During the Periorl of State
of National Errrereeircy Due to Ctx'id-1g Paldernic:
csc Memorandlrm circuiar No. 6, s, 2022, policies on Flexibie work
Arrangerne,nts in the Gr:vernment, as amended by csc Memoran<J.um
circular No 01, s. 2025, Amendment to the policies cln Flexibie work
Arrangements (F'w.A) in the Government (csc Resolution No. 2200209
daterl 18 Ma1,"2CI22)

VIil"
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. COA-DBM Joinr: Circular No, 1 , s. 2O22 "Policies on rhc Adopnon of
Flexible work Arramgem,ents for contract of service (cos) anrl Job
Order {JOJ Workrlrs in tlre Government:

. MMDA Resolution No. 24-08 Mandating The Adjustment of working
Hours h: A1l Loca-l Governrnent units In NCR From T:oo A.M. To 4:0tl
P.M : Strongly Errr--ouraging All National Gorrernment Agencies In NCR
To Adopt The Same Modified Working Hour Schedule: and
Reccmmending to the President of the Phiiippines The Issuance of
Executir.e Ordcr lor the Implementation thereof;

. CSC Advisory on Adoption of Flexible Work Arrangernents (FWAs) in the
Gol'trnment to improve the Traffic Situation in Metro Manila dated
Ilebruary 79,2t)24;

" Rep,-rblic Act No. 1 1215 or the National trntegrated Cancer Control Act;
. csc Resolution lilo. 24o0721 dated August 14, zo'r4 or the workplace

Cancer Po1ic5, in the Public $ector,

X, Effectivity

xr.

This DepEd Order shall take e1lect fifteen (15) days from its approval, issuance,
amcl pubiication on its rvebsite and shall remain in tbrce, unless otherwise
rclrealed, rsse-inded, or- modified accordingllr. fisylifred copies of this Order shaltr
be registered with the Unlr.ersitr,- of the Philippines Lana, Center-Oflice of the
National Administrative Register (IJPLC-ONAR), up Diliman, euezor: cit_v.

Repealing Clause

i-)epEd orders. instructions, rules and regulations, ald other related issuances
r:r Farts thereof which are inconsistent with this Order and its pror.isi-ons are
hereby repealed, rescinded, or rnodified accordingly.
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Annex A

Functions/Processes/Services that can be performed through Telecommuting,
Olline Platforms or Other Strategies:

1. conduct and participation in oniine meetings, trainings, workshops, etc.;2 Research;
3. PoIicS, formulation/revieur/amendment;
4' Project rvork, includii:g but not limited to, drafting of proposals/project

studies i training modules ;

5. I)ataencoding/processing;
b" Adjucication of cases or re,iew of cases, inch"rd.ing 1egal work;
7. Budget planning ancl forecasting;
8' Recording, examination anri interpretation of finar:cial records zrnd

reporr-s;
q' Evaluation and lbrmuiation of accounting, auditing and managemenr

control systems;
10. Computer prografltmulg;
I L Database mainrenance;
12. Design q.ork/drafting of drawing plans;
I3. Preparation of infr:rmation materials;
1+. Sending/receiving e-mail:
15" HR tasks, e.g. corlrputation of ieal,e credits, preparation of pa1ry6ll etc.. as

the case ma3rbe: a:rd
16. Other analogous tasks which require the use of a computer and the Worlcl

Wide Web (Internet) for reading. enco<ling, printing or submissj.on ofq'"ritten outputs for the teviettr', er,aluation or fina-l presentation/assessment
of the immediate supenisor, the head of olace or the management.
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Request for Change of Flexible Work Arrangement

Annex C

in the 44rne of office.
ti:

Date

Name of Head of Oflice
Position/Designation
Name of O{fice

starting

Justilication I Remarks:

Sir I Madam:

l, fuLI _ngrgg-qf gmplove e, pggition I dpsiqnatipn, a s si gr e d
u,oulri like to request for:'r change of work arrangement. from

Thank .t'ou for -vour krnd consideration and approval r:f this requcst.

Very truly you.rs,

RECOMMENDED BY:

NAME ArYD srclv.4TuRE aF TsE HEAD or rutvcrloMAL oEIfcB
POS.r?IOJ\T / DE S.IGNATIOJ\I
DATE:

APPROVED BY:

NATYTE AJVD SIG/VA TTIRE aF THE ITEAD oT oTffCE
POS,?JOIV / DESIGIVA ?roiv
DATE:

q
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INDTVIDUAL DAILY LOG AND ACCOMPLISITMBN} RBFORT

{woRr( FRoM HOMS}

Ann.ex D

JUAN L. DELA CRUZ
Admi-nistrative Officer II
Personrrrl Dir,'ision
Bureau of l{uman Resource and Organizational Detelopmer:t

NAME :

POSITION :

DTTfiSION :

Bureau/Senrice:

Datels Covered: .Janrtart' I -i5, 2025

Submitted by:

JUAN L. DELA CRUZ
Adrnrnish"ative Officer II
Personncl Dir.ision

Attested by:

MA. CORAZON A. SANTOS
Chie f Administrative Officc
Personnel Divisiorr

t

h,
*jJ

;.r.

Date and Actual
Time logs

Actual Aecomplishments

CIT1 06/ 202s
Tirne-im:8:AE AM
Time aut:5;3O PM

: PrewredMinut*s of Meeting
r Attended online Meeting re: "Paper Eu*htcrtion of the

Alfice Screen:ing Camrrtitte e {OSCJ"
t Drafred.fiue {5} correspondences
t Updated doanrnent trarkimg d*t*base

01/?ry202s
Time-in: 7:18 AM
Time out: 4:18 PNI

Drafi.ed Memaro;xdum on the trrwitation for Regiarual
Consultatiue Meeting
Canducted" coardirwtian meeting with Keg Bureau
affices
Finalized. Dra$ P*Iicg far aetting by the Offir,e af the
Nredar
Prep ar e d liry;idatia* r ep ort
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