REPDBLIC OF THE PHILIPPINES

Department of @Ehbucation

REGION X - NORTHERN MiNDANAO

L . _DIVISION OF TANGUE CITY.

7

DIVISION MEMORANDUM
No., 174 s.2020

AMENDMENT TO THE REVISED INTERIM GUIDELINES FOR ALTERNATIVE WORK
ARRANGEMENTS AND SUPPORT MECHANISMS FOR WORKERS. IN THE GOVERNMENT
DURING THE PERIOD OF STATE OF PUBLIC HEALTHEMERGENTOPVENEQy -
COVID-19 PANDEMIC CITY OF TANGUE

‘RflfA\/Eﬂ)‘

4 DATE: “]71‘[%

To : Teaching and Non-Teaching Personnel
This Division

1. This office adopts and supports the Civil Service Commission Memorandum Circular No.
18, s. 2020 “Amendment to the Revised Interim Guidelines for Alternative Work
Arrangements and Support Mechanisms for Workers in the Government during the Period
of State of Public Health Emergency due to COVID-19 Pandemic”.

2. For further perusal and information, all teaching and non-teaching personnel of this
division is hereby directed to visit the website www.depedtangub.net or DepEd Tangub
official facebook page “Deped Tayo Tangub” where enclosures can be read.

3. Hence, everybody is expected to cooperate and observe judiciously specifically the Work
From Home (WFH) requirements.

4. Immediate and wide dissemination of this memorandum is enjoined.

O

AGUSTINES E. CEPE, CESO V
\_.ﬁghools Divisign Superintendent

@ Anecito St, Mantic, Tangub City

€ Website: www.depediansub.net
AEC/MTA/11-25-2020 =

\_ Telephone: (088) 545 - 0304
(& Telefax: (N8R) 395 -3372
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QVIL SERVICE COMMISSION
Republicof the Phitippines

MC No. _18 , s, 2020
MEMORANDUM CIRCULAR

TO : ALL HEADS OF CONSTITUTIONAL BODIES;
DEPARTMENTS, BUREAUS, AND AGENCIES OF THE
NATIONAL GOVERNMENT: LOCAL GOVERNMENT UNITS;
GOVERNMENT-OWNED OR CONTROLLED CORPORATIONS

WITH ORIGINAL CHARTERS; AND STATE UNIVERSITIES
AND COLLEGES

SUBJECT :  Amendment to the Revised Interim Guidelines for Alternative
Work Arrangements and Support Mechanisms for Workers
in the Government during the Period of State of Public Health
Emergency due to COVID-19 Pandemic

The Commission promulgated on May 7, 2020 CSC Resolution No. 2000540,
s. 2020, Re: Revised Interim Guidelines for Altemative Work Arrangements and
Support Mechanisms for Workers in the Government during the Period of State of
National Emergency due to COVID-19 Pandemic, which was disseminated through
CSC Memorandum Circular No. 10, s, 2020,

To ensure the proper implementation of CSC MC 10, s. 2020 and to be
consistent with the amended Inter-Agency Task Force on the Management of Emerging
and Infectious Diseases (IATF) Omnibus Guidelines on the Implementation of the
Community Quarantine in the Philippines, the Commission, pursuant to CSC
Resolution No. 2000912 promulgated on October 14, 2020, approved the
Amendment. to the Revised Interim Guidelines for Alternative Work Arrangements
During the State of Public Health Emergency Due to COVID-19 Pandemic.

The amendments and additional provisions to certain items of CSC Resolution
No. 2000540 are in bold letters, as follows:

1.0 Scope and Coverage

These revised interim guidelines shall cover all government agencies and
instrumentalities, namely: Constitutional Bodies, Departments, Bureaus, and
Agencies of the National Government, Government-Owned or Controlled

Corporations (GOCCs) with original charters, Local Government Units (LGUs), and
State Universities and Colleges (SUCs) ,
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2.0

Alternative Work Arrangements

Govermment agencies may adopt any or a combination of the following

altemative work arrangements:

3.0

; t
2.1 Work-from-Home - refers to an output-oriented work anange:gi?;;:?s
authorizes the worker to produce outputs/results and accompli

outside of the office:;

ere a
2.2 Skeleton (Skeletal) Workforce — refers toa work arrangefrf[h‘e‘;'llt(;rﬁl:';nder
minimum number of employees is required to man the offic

service when full staffing is not possible; |

2.3 Four-day (Compressed) Workweek — refers to a work arr:ngegz;t p
whereby the employees’ workweek is compressed to four (4) days

week;

2.4 Work Shifting/Flexible (Staggered) Working Hours — refers t;:. ; wort
arrangement applicable to offices/agencies that observe work shifting o

flexible working time; and

2.5 Other Alternative Work Arrangements — refer to work arrangements
consisting of a combination of the above enumerated wo'r.k arrangemen_ts
or other work arrangements subject to the prev:allmg community
quarantine in the area where the agency |§ located and
appropriate/applicable to the agency mandate/functions.

Parameters in the Implementation of Alternative Work Arrangements

3.1 Work-from-Home

" a. The work-from-home arrangement shall be adopted in areas placed
under Enhanced Community Quarantine (ECQ) and Modified
Enhanced Community Quarantine (MECQ) as declared by the
proper authorities;

b. The work-from-home arrangement may be adopted in areas placed
under General Community Quarantine (GCQ) and Modified General
Community Quarantine (MGCQ), where public transportation shall
operale at a reduced capacity and physical/social distancing is
required in the workplace:

c. Employees who are below 21 years old and those who are 60 years
old and above, as well as those with immunodeﬁciency. comorbidities,
or other health risk, and pregnant women, and are residing in areas
placed under ECQ, MECQ, GCQ and MGCQ shall be under work-
from-home  arrangement, except when their services are
indispensable under the circumstances or when office work is

CONTROLLED
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/ " Revised Interim Guidelines for AWA/ page 3 of 8

permitted. The said work arrangement shall also be made
ifv.ailable to those living with the aforementioned persons and
living in area under ECQ, MECQ and GCQ;

d. Work-from-home arrangements may be allowed for the following
tasks:

1. research;
2. policy formulation/review/amendment;

3. project work, including but not limited to, drafting of
proposals/project studies/training modules;

4. data encoding/processing;

5. adjudication of cases or review of cases, including legal work;

6. budget planning and forecasting;

7. recording, examination and interpretation of financial records and

reports; B
8. evaluation and formulation of accounting, auditing and

management control systems;

9. computer programming;

10. database maintenance;

11. design work/drafting of drawing plans;

12. preparation of information materials;

13. sending/receiving e-mail;

14. HRtasks, e.g. computation of leave credits, preparation of payroll
etc., as the case maybe; and

15. other analogous tasks which require the use of a computer and
the World Wide Web (Internet) for reading, encoding, printing or
submission of written outputs for the review, evaluation or final
presentation/assessment of the immediate supervisor, the head

of office or the management.

-e. To facilitate the implementation of the work-from-home arrangement,
the agency head shall ensure the following:

1. The employees are given tasks to be performed to the full extent
possible in terms of man-days per work week;

2. Employees under work-from-home shall make themselves
available during the work hours that they are at home;

3. The employees have access to or is provided with any
communication equipment or facilities, such as compuler/laptop,
internet or e-mail, facsimile, telephone or mobile phone;

4. Appropriate measures such as Pledge of Confidentiality of
Information, Data encryptions, etc. are in place to ensure
protection of data used and processed by the employees
pursuant to Republic Act No. 10173 or the Data Privacy Act of
2012;

" CONTROLLED
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S. The confidential and proprietary information are protected and
Secured at all times; and

6. Agencies under WFH arrangement may adopt performance
standards to guide the employees in the delivery of assigned
tasks, like a point system where each output is assigned
points based on length of time, complexity, or other criterion
which are aligned with the CSC-approved agency SPMS. See
illustrative example in Annex A.

f. Employees under work-from-home are not entitled to
Compensatory Overtime Credit/Overtime Pay.

3.2 Skeleton (Skeletal) Workforce

8. During ECQ and MECQ, skeleton workforce may be allowed unless
a different operational capacity is provided in agencies providing
health and emergency frontiine services, border control, and other
critical services as identified in the IATF Omnibus Guidelines on

Community Quarantine;

b. The employees assigned as skeleton workforce, during ECQ and
MECQ, shall be issued the necessary travel/office orders, in addition
to the office-issued IDs for proper identification;

c. The employees assigned as skeleton workforce during the
implementation of ECQ and MECQ! shall be entitled to Hazard Pay
pursuant to the provisions of AO No. 26, s. 2020 and DBM Budget
Circular No. 2020-1, s. 2020, on top of the Compensatory Overtime
Credit or Overtime Pay as well as other applicable benefits, subject
to the provisions of CSC-DBM Joint Circular No. 2, s. 2015 and
other related civil service, budgeting, accounting and auditing rules

and regulations;

d. Agencies located in areas placed under GCQ, and MGCQ may
use skeleton workforce in combination with other alternative
arrangements provided that the required 40-hour workweek is

complied with; and

e. Employees assigned as skeleton workforce shall be entitled to
Compensatory Overtime Credit/Overtime Pay for hours rendered
beyond the normal 8 hours on scheduled workdays or 40 hours
a week, and those rendered on rest days or scheduled days off,
holidays, and special non-working days, both exclusive of time
for lunch and rest, subject to the provisions of CSC-DBM Joint

! “Frequently Asked Questions (FAQs) on the Grant of the COVID-19 Hazard Pay and the COVID-19 Special Risk Allowance

(SRAY",
SRA.pdf.

Relrieved from hitp:// hhps:llmvw.dbm.gov.phlwp-contenUuploads/AboutDBMIFAQs-on-COVlD-Hazard-Pay-and-
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Revised Intenm Guidelines for AWA/ page 508

Circular No, 2, s. 2015, as amended and other related civil
service, budgeting, accounting and auditing rules and
regulations,

3.3 Four-day (Compressed) Workweek

Agencies located in areas placed under GCQ, and MGCQ may adopt
4-day workweek in combination with other alternative
arrangement/s provided that the required 40-hour workweek is
complied with.

3.4 Work Shifting/Flexible (Staggered) Working Hours

a. Agencies may adopt work shiftinglﬂéxible working hours
appropriate/applicable to their mandate/functions regardless of
community quarantine classification their agency is located;

b. The agency head, in consultation with the employees, shall prepare
the work schedule in light of the present situation; and

c. The agency head shall ensure that the employees remain flexible in
making themselves available for work duties outside of core hours, if

necessary.
3.5 Other Altemative Work Arrangements

a. Agencies may adopt other alternative work arrangements that are
appropriate/applicable to the agency mandate/functions as well as
their place of work other than the above-enumerated work

arrangements; and

b. Agencies may adopt a combination of the above enumerated work
arrangements or a combination with the other work arrangements it
adopted, such as three-day workweek and 2-day work-from-home
arrangement to complete the 40-hour workweek.

4.0 Support Mechanisms

The agency head shall ensure that all workers are afforded with the following
adequate support mechanisms:

a. Health/psychosocial interventions like stress debriefing; .

b. Provision of appropriate personal protective equipment (PPE) to frontline
service providers and employees;

c. Reduced working hours, as authorized by the President;

d. Reasonable transportation facilities and housing quarters shall be provided
to employees assigned as skeleton workforce, whenever praclicable, and
subject to budgeting, accounting and auditing rules and requlations;

e. Reasonable expenses incurred during the work-from-home may be

" CONTROLLED
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defrayed by the agency subject to budgeting, accounting and auditing rules
and regulations; and

f. Other monetary and forms of incentives as may be allowed by the Office of
the President or other authorized agencies or upon approval of the heads
of agencies subject to budgeting, accounting and auditing rules and
regulations,

5.0 General Guidelines

5.1 The altemative work arrangements shall be adopted only for the duration
of the State of Public Health Emergency or until lifted by the President;

5.2 The agency head shall give priority lo the preferred schedule of
employees who are below 21 years old, those who are 60 years old
and above, as well as those with immunodeficiency, comorbidities,
or other health risk/conditions and those residing with the
aforementioned, pregnant women, nursing mothers, and persons with
disabilities (PWDs) whose services are indispensable under the

circumstances.

Requests_for different work schedule/arrangement of employees
with. immunodeficiency, comorbidities, or other health
risk/conditions must be supported with medical certificate and
other medical records.

5.3 The following activites and precautionary measures should be
implemented by agencies prior to the resumption of normal office

operations:

a. Disinfection or decontamination activities on all its buildings, facilities
and office vehicles.

The disinfection should be part of the regular maintenance and
upkeep of the agency;

b. Conduct of health status survey to ensure that all those reporting to
the office are in tip-top shape and that no one is exhibiting any of the
symptoms of COVID-19 disease: and

c. Modificalion of the workplace layout to ensure observance of physical
distancing requirements of those who will be reporting to the office.

5.4  For alternative work arrangements that require physical presence in the
office premises, physical distancing requirements should always be
observed;

5.5 Agencies shall implement minimum health standards protocol at all times

CdNTROLL:D
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Revised Interim Guidelines for AWAy page 7of 8

sugh as wearing of face masks, face shield?, taking of body temperature,
and presence of sanitation stations and other appropriate PPE;

5.6 Agen_cies may use videoconferencing/teleconferencing in conducting
meetings to minimize face to face interaction:

5.7 Agencies shall adopt a monitoring mechanism such as submission of
daily/weekly accomplishment report/s, etc., during the implementation of
the alternative work arrangements to ensure that public service delivery
is not prejudiced:;

9.8  Agencies shall formulate their internal rules and regulations governing the
alternative work arrangements they adopted and implemented in their
agency. Said guidelines shall include the work arrangements of its
personnel who are in transit (daily/weekly) in reporting to work and going
home across areas under quarantine area (ECQ/MECQ/GCQ/MGCQ),
as well as from a quarantine area to quarantine-free area and vice
versa;

5.9 Agencies shall submit a report on the implementation of the alternative
work arrangements to the Civil Service Commission through the CSC
Regional Offices for policy formulation and records purposes; and

5.10 Agencies located in area placed under GCQ/MGCQ shall ensure that
the whole workweek is manned in order not to prejudice public
service delivery.

6.0 Repealing Clause

All CSC Resolutions and other issuances which are inconsistent
herewith are modified accordingly.

7.0 Effectivity

This amendment to the Revised Interim Guidelines shall take effect
retroactively on March 16, 2020, the date of the President's declaration placing the
country under the State of Calamity and the imposition of ECQ throughout Luzon and
other areas and shall remain in force until the State of Public Health Emergency

has been lifted or withdrawn by the President.
ALICIA dela ROSA-BALA

Chairperson

15 October 2020
HRPSO/RBE/ILTMGC/bam

2 Item 5 Section 8, IATF Omnibus Guidelines on the Implementation of Community Quarantine in the Philippines with
Amendmenl as of July 16, 2020.
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Scanned with CamScanner



Annex A - lilustrative Example of Performance Standards

Function/Activities

Output

Performance Indicator

Points

Operational Definition |

Administrative Concerns

Submission of Plans/Reports

Work and Financial Plan
Annual Procurement Plan
Project Procurement
Management Plan
Year-end Report (office
accomplishment)
Performance Contracts
Monthly Accomplishment
Report

Inventory Report

# of plans/reports
submitted

24
16

16

—
@R

Administrative Reports required
by the Offices in the Central
Office

Policy and Systems Review,
Enhancement and
Formulation

Concept Paper

# of concept papers
approved by the
Commission

24

Proposals of new actions to
take. Paper includes discussion
on the need or problem
statement, objectives and
possible solutions or methods
for implementation

Research Proposal

# of research proposal
approved by the
Commission

24

Proposals to conduct
researches/studies/projects

Research Studies

# of research
reports/studies submitted
to the Commission

40

approved by the Commission
Researches and studies
conducted for policy
formulation,
program/project/systems
development, or simply for
decision making.

1of3
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Annex A

— lllustrative Example of Performance Standards

Policy Guidelines

# of policies/guidelines
approved by the
Commission

16

Policy/Guidelines approved by
the Commission in a from of a
Resolution, Office
memorandum or Memorandum
Circular

Opinion and Rulings

Opinion and ruling rendered

Simple
Complex

# of opinion and rulings
rendered

Written comments/views in
response to a query or recruits
signed by the
Head/Commission - - Queries
with precedent

- Queries with further research

Project/Program

Development/implementation,
review and Monitoring

Project/Program Proposals

# of project/program
proposals approved by
the Commission

24

Proposals for new

project/program approved by
the Commission

Program Enhancement
Proposals

# of program
enhancement proposals
approved by the
Commission

24

Proposals for
enhancement/improvement of

existing programs approved by
the Commission

Project Development

# of project/program
development reports
submitted

40

Project/Program development
with pilot implementation but
not yet considered as a major
program of the Commission.
This includes program
development for enhancement
of existing programs. Qutputs
are rated through submission of
a Final Project/Program
Development, Report to the
Commission.

Project/Program Evaluation

# of project/program
evaluation reports
submilted

24

Evaluation Report on the
implementation/development of

20f3
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Annex A

— lllustrative Example of Performance Standards

projects or programs submitted |
by the Commission.

Project/Program
_Bu_mamamzo_._\_so::oa:m

# of
implementation/monitoring
reporls submitted

24

Implementation/Monitoring
Report on programs/projects
being implemented by the
Commission. Reports to be
prepared periodically and by

area/ unit (Semestral,
Quarterly, Monthly/ yearly,

Jof3

central, Regional) |
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Re: Amendment to the Revised Interm .
Guldelines for Alternathve Wark Nomher J0easiz
Asrangements During the State of
Publc Heatth Emergency Due
to COVID-19 Pandemic Promulgation: 14 October 2020

Reeommeancanmanaa L L T

REsOLUTION

WHEREAS, the Commissien promulgated on Ma
v ¥ 7. 2020 CSC Resolution N
2000540, 5. 2020, and dissamnarnd through CSC Memorandum Clrm:r Nue.’:o. :

WHEREAS, the nter-Agency Task Farca on tho Mana; mery
gemen| of Eme: ad
Infectious Drisaases (IATF), pursuant 10 the authority grarted under Exscat .e'?:-;h-
No. 112, 5. 2020, ISSyd and published Resoltion No. 23 oo May 22 2020 te
;::naed Omrubus Guidehnes on the tmplementalion of Community Quarartre i e

WHEREAS, the smended IATF Omnbus Guice e o e imolementason of
the Community Ouarantme prowded for pditional Pshbrvel dassAeton, pad et
undar hem No. 4 of Section 4 thersaf it authercns e Cvil Senace Comrmission
promuigate owl senics rules ang repulatons on atematve worc aTangemeats far
?éacmgimt agendies localnd In areas placed ynder gereral communiy Quarandre

WHEREAS on May 27, 2020 the IATF issumc Ressirion No. 40, s 2020 that
Povided (he naw nek deval dassfoaten of Droveres, Hgrly Utanizad Cives (HUCs)
and Incependent Comoon=nt Cies (ICCx), an2 on Aone 15, 20T, 2 1ATF Iseed
Resoluton No. 46-A, & 2020 whermn =e ATy cuatentre dissdication of
Provinzes, HUCs and 1CCs tasad o enice c rsk level economic, sooal. and
secunly Considerasons, and Te acpeals and commmitment of (e fecal governmani
unas (LGUs) sl be adcpted

WHEREAS m omer 1o ensure e procer mrglamentation of CSC MC 10, 5.
2020, = provsons should be updstag and Mmade canzstent with tha amended IATE
Omnids Gadelires on ha Imolememation of the Community Quarantina;

W

Bawat Kawani, Lingkod Bayani

¥ 3 o, (87 Soad. Bt m@s 1 L9 Ouior Cry I 4020 9§70 7%)500 9017918102 930 A08] 0 CphICE gV m € e gav.h

AmmocTert i Rewged g Guoskres on Alematre
Won Amarceerents /Pogs 1o/ 8

Enh dC mity Q (MECQ) as declared by ths

b. The work-from-nome amangament may be adooled in arsas placad
under General Communily Quarentine (GCQ) and Modified Geperal
Cammunity Quarantine (MGCQ), whers public transportation shall
ot=rale Bt @ redured capsoty and physicalcodsl distancing is
required In the workplace,;

c. Employecs who are below Z1 years old and thosa who are 60 years
old anc¢ above, as wall as those with immu ficency, 3
or other haaitn nek, and pregnar! women, and are res.ding in areas
placed under ECQ, MECQ, GCQ and MGCQ shsl be under work-
from-home  arrangement, except when thelr sanices are
ndispeneable wnder the drocumstances or when office wark s
permified. The sald work arangement chall also be mada
2vailabis 1 those living with the aforementioned persons and
living in area under ECO, MECQ and GCQ;

Work-from-home ammangernents may be aliowad for the following
tasks.

&

racearch;

poley formulaton/review/amendment;

propct work, ndudng but oot lmited 1o, drafing of

roposals/proed Sud esVaning modules,

dz21a encoding/pracetung;

adudicaten of cases of review of cases, Including legid work;

budget planreng and farecasing.

racording, axarmnation and inlarpretation of financial meonds and

repons:

evalation and formidaion of sccounting, auditing  and

management contrd systerns;

9.  eomputar programming;

10. dstabase raintenance:;

11 desion work/drafing of arawing plans;

12 preparation of m'crmaltion matenals;

13 sendingrecening e-mail,

14. HR(asks, 0 g computation of lsave tredits, proparation of payrall
elc, as the case maybe; and

15. other analogous Lasks which raquira |ho use of @ computer and

the \World Wide Web (Imemst) lo¢ reading, encoding, pnnting or

submmession of written outputs for the review, evalualion of final

presantation/assscsmont of tha immadiata supenvisor, the head

of office or the managemant,

WN -

Noona

@ Tofachaa (ra mplemantalion of the work=from-home anangamen,
tha agency head shall enswra the lobowang:

ok

Amentreny to Roised intenm Culolows an Al vy
thmwumjul

WHEREFORE, the Commission RESOLVES 1o APPROVE the amandmanis
and additsnal provisions (o cerain itams of CSC Resclution No. 2000540, which ars
In boid lellers, as fallaws:

1.0 Scopo and Covarsge

These revised Interim guidelnes shail cover al government agendes and
Instrumentaliies, namely. Constitutional Bodies, Departments, Bureaus, snd
Agences of tha Netdonal Government, Government-Ouned cor Controlled
Carporations (GOCCs) wath original charters, Local Governmenl Units (LGUs), and
Slate Universities and Colleges (SUCs).

20  Allomative Work Arang s

Government agorcins may adopt any or a combination of the faliowing
alternative work armangements:

21 Work-{from-Home — refors (o an output work gema lh‘nl
suthodizes the warker 1o produce outpl and P
oulside of the offica;

22 Skeleton (Skeletal) Workforce ~ refers 10 3 work arrangament where o
minimum nuniber of amployees is required o men the offce 10 rander
sanvicas when full s:3ffing is nof possible;

23 Fouday (Compressed) Workweek — refers 10 o work amangement
mrgn;ma ploysas’ k is ooy ed (0 four (4) days sach

LL S

24  Work Shifting/Flexible (Staggered) Working Hours — refer to a work
T gement oppkcable 10 offices/ogences that obsarva work shifing or
fexbis woring Lmo. and

25 Omer Atamatve Work Amzrgsments — refer 1o werk armangsmenls
consising of @ comomabon of the above enumerated work arrangements
or cther work arangaments subled to the prevaifng community
guarantne [n the area where (e agercy is localed and

pplizable ta the agency mandatefunctions.

pproD

o P s 11 Lhe Imple ion of Allematve Work Arrangementa

31 Workfram-Homa

@. The work-from-homa amang shall b2 in areas placed
under Enhanced Comruaty Qusrantrne (ECQ) and Modified

¢

Amanamant 1o Revised Inlarim Gudelnes on Alsmame
Work Arvangements / Pags 4ol B

1. The engloyses are given tasks to be pertormed to the full extant
possblein lerms of man-days per work week:

2 Employees under work-frum-home shall make themselves
available during tha work hours thal they are at home,

3. The employees have acorss o or is proviced with any
communicalion equipment of laclites, such as computer/iaptop,
intemnet or e-mail, tacsimile, lelephone or mobsle phane;

4. Appropfisle measures such as Pledgs of Canfidennality of
Information, Data engyptions. etc. are in place o ensuro
protecvon of data used and pr ed by the !
;:n;iru 0 Republic Act No. 10173 or tha Data Privacy Adl of

12;

S. The confidertial and propristary Information ars protectad and
secured 31 all tmes; and

6. Agencies under WFH amangement may adopt performance
slandsrds to guide the employces in the delivery of assigned
tasks, ke a point system whers sach output Is assigned
points based on length of time, complaxity, or other criterion
which are alignad with the CSC-approved agency SPMS. See
INustrative example In Anex A

l. Employsos under work-from-homg are not enthtled to
Compensatory Ovartims Credit/Overtime Pay.

32 Skelston (Skelelal) Workforce

a. During ECQ and MECQ. sheleton warkforcs may be allowod unless
a different operalonal capadly s providad in agences providing
hoalh and cmergency Ironting services, border controfand olher
aillcs) services as identiled in Me [ATF Omnibus Guidaines on
Community Quarantine;

b. The employses assigned as skefelon workforcs, durng ECQ ond
MECQ. shall bo lssucd the necessary travel/oflica orders, in addition
to the offica-issued IDs for proper Identification;

c Tha empk pned a5 skedeton workforce during  the
Implementation of ECQ and MECQ" shall be enlitled to Hazard Pay
pursuant fo the provisions of AO No. 26, 5. 2020 and DBM Budget

‘"m-.kmwwulnnauu!-cmonlu—uh,uncm‘n.uuddun—w.-
Radesd Pty W ? hips Swwe dow o ADwrmCs ud-Fapars

W
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d. Agencies | d In areas pl

4 Goombws 1 ANSratve

4 ﬁ"ﬁ'

-

owcutsr No- 2020-1, 5. 2020, on top of the Compa nsatory Overtim,
or Qverbme Pay as wel as other applicable bln;-ﬁ,n. subl-c.i

1o the Prwlm“d::; of C.SC-E)BM Joint Circular No. 2, 5. 2015 and

othet re service, budgeting, accounti

ey ‘ ting snd audiing nies

. Ag d under GCQ, end M
use uum; U:':::I’!dl :‘n comblination with other n?tsg:“lv-y
arrangements. pi ed thet the required 4
o qui 0-hour workweek s

e. Employees assigned as skeleton workforce shall be enflifed 10

i3

Compensatory Overtime Credit/Overtims Pay for hours rendersd
beyond tha normal 8 hours on schedyled workdays or 40 houry
8 weak, end those rendered on rest days or scheduled days off.
holidsys, and speclal non-working daye, both exclusive of time
for bnch and rest, subject to the provislons of CSC-DBM Joim
Circular No. 2, s 2015, as smended and other related civil
service, budgetng, accounting and suditing  rules  and
regulations.

Fout<day (Comoressed) Workweek

Agencies located In areas placed under GCQ snd MGCQ may adost
4day workweek in  combinstion with other shemanve
armangement's prowvided that the required d0-hour workweek |3
compled with,

34 Work Shiking/Fiexible (Staggered) Working Hours

i3

e - e

a Agencies may adopt work sh¥ingViexltis workng hous
appropriata’spplicable te their mand sie*urctions regarttass of
commumity quarantine classificstion ther agemcy m locates;

b. The agency hasd. in o s Rty W™ Se e Dicress tal prepte
e work schacuie in #3M o e pracars snzter 20

c. The agency heac sl ey T T2 oolo;sas e fexde n
roang (hemsalves 2asiEtie fr Wy outss ossae of toe nouTs, I
necessary,

Oher Alarmstve W ok ATangemerty

Aserces Ty 3500t Wher SleMalie WO IMENg=Tenls Ma1 are
sooropnas’asoicatie to the agency mandatafunciions s wed as
Ser mMaz= of acth civer t2n e sdove-enumerated work

ek

15 Sswwed e Guosines on Atsnalse

o Arepe3 /Fege Tol 8

54

55
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59

wsnfecsan or decotamination acuvities on all Ils bulldings, tadides
and cffica vetedes.

The dignfecson shoud be pant of the regular maintenance and
unkeep of e agency,

Conduzt of bralth siatus gurvey (o ensure that sl those reporting B
the o028 #7e m UE-l0p shaps and 1nal no ora |s exhibiang any of the
symptams of COVID-19 d seaze; and

€. Modfication of the worvplaca |layout 1o ensura observance of physical
drstanTng reqarements of those who will be repurting to the cffice.

For alemative work avangemeris thal require phzical presance in tha
ofice orenvias, phymcal dislancng requiremerms phould alweys be

ooserved,

Agences crafl wmpternent mnimmum hea @ sland aids prolocal 2 e bmes
such as woanrg of face masks, face shield’, Laiing of body lempersture,
and presence of sarilation siations and other appropriate PPE.

Agendes may use videocon'ersncingllelsconlerendng in conducling
meeungy [0 minmize face 1o face ieractan,

Agendes shall adopt 3 monitormg mechaniem euch s submission of
Caly*woekly socomplshmeont report/s, elc., dunng the Implementation of
174 stamat ve work srangements 0 ensure thal puble senace debvery

R prapdioad,

Agenzias chal formulsis Mas interral rules and regulations gverming the
atomatve work aTangamants (hey adoped and implameantad in their
agency. Smd gudebnes shall inchds the work amangomends of ils
parsonrel who are n lrarsit (dalyfweocly) in raporting 10 work and gaing
home across arsas under quaranting area (ECQMECQ/GCQMGCQ),
as wall 83 from a quarsatine arsa to quarantine free arse and vice

versa;
Aganoes shal suomil a rapont on the kmplemantation of the atemative

wuck artangernents o the Civil Sernce Commission through the CSC
Ragienal Oficas for pod oy famaulation and records purposes, and

5.10 Agencies located in ares placed under GCQ/MGCQ shall ensurs that

the whole workweek is manned In order not 1o prejudice public
service delivery.
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\g of tha above enumerated work
orangemaents or a combination with the other work amangemants It
adoptad, such a5 Ihreaday workwesk ond 2.day work-from-t.ome
amangemant lo complels the 40-hour werkwe sk,

b A may adopt 2

40 Suppod Mechamema

The agency head shall encirre thal all workers are alforried with he folowing
adequste support mechanisms

3 [interventions like stress debriefing:
ﬁm‘l’i’mydmam in o i {PPE) 1o frantiine

a
b.

personal pr uip

servee providers ond employees,

c
d

lo employes 0
subject fo budgeting. accounting and

Reduced working haurs, as suthonzed by the Presadent;
Raazonabls ransporation faciiles and housing quariers shall be pr

providad
and

ned as

, whenevar pr
uditing rules ond reculabons:

e Roasonabls sances incumed during the work-{from-home may be
defrayed by the agency subject 1o budgeting, accounting and auditirg nules

amd regulabens; and

1 om;reg-onaury and forms of Incendves as may be allowed by the Office of
e Pratident or olher izad 8g or Upon appr | of the heads
of subjend lo budgeting, ac ting and suditing rules and

9

regudabons.

S0 Ganeal Gudaines

51

53

Amancmenl 1o

The sfierrative work arrang shafl be adaoted oty for the duration
of tha Stala of Public Health Emargency or until ified by the Prasidant;

The agency head shall give prionty 1o the prefemred schedule of
egisy=e2 wro 8 below 21 years old, those who arp 60 y:nls‘ud
and above, as weli as those with ) Y

or ocher haath riskicondiions end those residing with the
Florementi onad, pragnari women, nursing mothers, and persons with
Zsanlies PWDs) whose services ars Indispenssbis under the

crELmEiEnces-

Requests for drif work schedul g of
with  Ims rblditi or other health
risk/condilons must be supportad with medical csrtificate and

other medical records.

The faflowing aclvites 373 ec2odonasy measures should be
imolementsd by agencies pror 1o The resumpton of ncrmal office

operations:
o
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6.0 Repealing Clause
All CSC Resolutlons and other lssuances which are Inconsistent

herawith are medified accordingly.
7.0  Efectivity
This amendmeni to the Revised Inlerim Guideines shall ake effect

retroacivaty

on March 16, 2020, tha dals of the President’s daclarat on placing the

counlry under the Stats of Calamity and ha impositon of ECQ throughout Luzon and
olher areas and shall remain in force Untl the State of Public Healh Emargency
has been fifed or withdrawn by the President

Quezon Cily.
ORIGINAL SIGNED
ALICIA dela ROSA-BALA
Chaltperson
ORIGINAL SIGNED
ATTY. AILEEN LOURDES A, LIZADA VACANT
Commissiorar Commissioner
Altesied by:
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