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DIVISION MEMORANDUM

No. __ 314 5. 2019

TO - All copcerned-DepED-
N

FROM :  SUSAN S. COLLANQ, CESO VI ,‘%
OIC-Schools Divisiofh Supe rmtend nt

amarines Sur Division Office Person} g, DAT :
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DATE : August 30, 2019 |

RE : Flexi time, Pass Sh S, S+bm1ss10n lof DTR/CSC Form 48

|

|

In the implementation of the FLEXIBLE, WORKING HOU,‘RS for non-teaching personnel, pursuant to

Section 6, Rule XVII of the Omnibus Rules implementing Boojk V of the | Admmistrative Code of 1987 and

Memorandum Circular no. 14 s. 1989iof the (ivil Service (,ommzssz n, in consonance with DepED’s
: ' welfareto respond to felt and reasonable needs of its personnel, it

is reiterated that all employees who will ayail of faxd flexi tune shall render eight (8) hours of work a day

a week, (excluswe of time for lunch) upon approval of
the Schools Division Superintendent. Tlgi shall mot be reducéd by the adoption of flexible working hours
:00 pm. and from 9 30 am. to end at 6:30 p.m.
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An employee reporting for work at anyh e between 7:00 am. to 9:3¢ a.m. must complete the required

elght (8) hours of work per day. i ;
» If an employee reports after 9: 3‘[0 a.m. he shall be con]sidered TARDY.
> If he/she arrives between 7:00 a.m. to 9130 a.m. but fails to complete 8 hours of work, he shall be

considered on UNDERTIME. E isting|policies on tq]rdiness and undertime shall apply.

‘ 1 :
ours, [Unit Heads shall ensurg the continuous delivery of service
in their respective offices during the co#e workifig hours of 8:?00 a.1mn. to/5:00 p.m.

as A%endance of éll employges in the flag raising ceremony is
pubhc Act no 8491, or the Flag and Heraldic Code of the

J
1
For those employees NOT AVAILTNG F THE FLEXI TII;V[E a GRACE PERIOD of FIFTEEN (15)
minutes shall still be granted (up to 8:15/in the nommg). }
i ‘ |

Likewise, PASS SLIPS (PERSONAL{ r two (2) hours) shalll be allowed for three (3) times every month

ation of their unit heady and approval of the HRMO.
Memorandum Circular No. 1 series of 2017 reiterating the policy
all be implemented.

ure that ail officers] and empjoyees under them will strictly

However, a strict observance of the cs
on government prescribed office hours}

"It is the duty of agency heads to e
observe the prescribed office hour ’

"A. HABITUAL ABSENTEEI'SM : ‘l

"[1] An employee in the cwl serviice shall be;consider d habitually absent if he incurs
unauthorized absences xceeding the allowable 2.5 days monthly leave credits
under the leave law for at least three (3) months in @ semester or at least three (3)

consecutive months dunng the ye ar; |
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, heads of unifts are enpouraged to verify the validity
of such claim and, if not s t|sfu=eF3 with the jreason given, should disapprove the

application for sick Ieaver n the other hand cases .of employees who absent
themselves from work bef@ e approval of thenr application should be disapproved

outright; and

"[37 In the discretion of the h ad of any department, agency or office, any government
physician may be authorlzed o do g spot checlj< on employees who are supposed to be
on sick leave. Those found vnolatmg the leave ]aws, rules or regulations shall be dealt
with accordingly by flllrp ap.dfropriate administrative cases against them.

"B. HABITUAL TARDINESS: |
"Any employee: shall be! onsidered hab.itdauy tardy if he incurs TARDINESS,
regardiess of the number of minutes, TEN [10] TIMES A MONTH FOR AT LEAST
TWO (2) MONTHS in a seimester pr at least (2) consequtive months during the year.

I

"C. SANCTIONS: ‘ }

"{1]1 The following sanctipns shall be infnpesed for violation of the above

guidelines: l

|

"(a) For the first violation, the employee, after due proceedings, shall be meted

the penalty of 6 Md THS AND 1 DAV TO £ YEAR SUSPENSION WITHOUT

PAY: | , ;

"(b) For the seco[;n viojation, and! after due proceedings, he shall be

DISMISSED from service. !

"Reports on attendance of a! employees throu]’gh CSC FORM 48 OR THE DAILY TIME
t later than two [2] weeks after

RECORD must be submltte to th PersonneI(Office no

the end of every month. Fa!u re to|do so will be reflected in the Form 7 to be submitted

. Iy L
to ROV as there bemg noe idencg of services rendered.
!

"Heads of units shall oversee t e strict implemefntat-ion of this Memorandum effective

immediately.

For widest dissemination and strict compliance.
A ]




