Republic of the Philippines

Department of Education
Region VII - CENTRAL VISAYAS
SCHOOLS DIVISION OF BOHOL

Office of the Schools Division Superintendent
October 7, 2020
DIVISION MEMORANDUM

No.47!, s. 2020

REITERATION OF DEPED ORDER NO. 11, s. 2020 ON ALTERNATIVE WORK ARRANGEMENT (AWA)

TO: Assistant Schools Division Superintendents
Chiefs of SGOD and CID
Education Program Supervisors/ Education Program Specialists
Public Schools District Supervisors/ Acting PSDSs
School Heads/Principals/Head Teachers of Public Elementary and Secondary Schools
All Others Concerned

i In view of the numerous queries on whether teaching and non-teaching personnel will
report to schools and offices daily, this Office hereby reiterates DepEd Order # 11, s. 2020 entitled:
"Revised Guidelines on the Alternative Work Arrangements in the Department of Education
During the Period of State of National Emergency Due to COVID-19 Pandemic”, which is self-
explanatory.

2. Attached herewith is a Guide on the Implementation of DepEd Order No. 11, s. 2020 for
your reference regarding the Alternative Work Arrangements in schools, offices and learning
centers.

3. Public Schools District Supervisors, Principals/School Heads of elementary and secondary
schools are hereby directed to read, interpret and implement the guidelines as stated.

4, Widest dissemination of and strict compliance with this Memorandum is desired.

BIANITO A. DAGATAN, Ed.D., CESO V
Schools Division Superintendent
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Enclosure No. 3 to DepEd Order No. 011, s. 2020

INDIVIDUAL DAILY LOG AND ACCOMPLISHMENT REPORT

Name of Personnel: Juan del Mundo

Division:
Bureau/Service:

Date/s Covered:

Alternative Work Arrangement
(*Indicate if 2-week shift)

Date and Actual Time
logs

Actual Accomplishments

Skeleton Workforce

5/16/2020
Time-in: 7:30AM
Time out: 5:00 PM

Process Liquidation Report for Workshop AA
Submit to Acctg. Division Pending TEVs
Receive incoming documents

Work-from-Home

5/17/2020
Time-in: 7:00AM
Time out: 6:00 PM

Facilitate meeting with Office AA via MS Teams
Submit report on xxxxxx

Skeleton Workforce

5/18/2020
Time-in: 7:50AM
Time out: 5:00 PM

Receive incoming documents

Work-from-Home

5/19/2020
Time-in: 7:30AM
Time out: 7:00 PM

Draft Memo re: xxooooc

Skeleton Workforce

5/20/2020
Time-in: 8:00AM
Time out: 5:00 PM

Submit report on xxoooxc

Submitted by:

(Name & Signature of Personnel)
Date:

Approved by:

(Name & Signature of Head of Office)

Date:




Enclosure to Div. Memorandum Noﬂ-7_\, s. 2020

DepEd Alternative Work Arrangement Frequently Asked Questions

DepEd Order No. 11, s. 2020

Revised Guidelines on AJlernauve Work Arrangements in the Department of Education
during the Period of State of National Emergency due to COVID-19 Pandemic

» Effectivity: June 22, 2020 - September 12, 2021 (per Proclamation No. 1021)

« Covers all DepEd offices. SChOOIS, and community learning centers
(cwcs)y | <

|« Covers ALL PERSONNEL, including Contract of Service (CoS) and Job Orders (JO)
personnel

G e

AD

Purpose of DO11 (AWA)

« Provides options for alternative work * It does not prescribe certais

e of AWA per type of
arrangements ggxmng modalities

* Guide to school heads in determining ., 14 is not a one-size-fits-all
appropriate AWA based on: policy
Otype of comumunity quarantine

Qtypes of LDMs employed based on learner and
household profile

O types of essential services that may be required
per LDM

O available resources in school

- Qhealth cogdinons of personnel |

Y .
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Proposed alfernative work
- amangements anchored on:

Form of Community Quarantine

Stringent physical distoncing measures
and minimum public health’standards
/

Basic Educalion Learning Continuity Plan
(BE-LCP) and School calendar/activities

~ General Assumptions and Parameters

Heads of Offices, in consultation with
the personnel, shall strategize the

adopfion the most appropriate work

amangement based on:

Mandate

Health Conditions (personnel-at-risk*)
Exigency of service

Services that can only be rendered
on-site

Other AWA P Services that can be rendered
ox arameters _SEEEEN. through alternative/remote modes
*Personnel-af-risk and with health conditions:
© 60 years old and above (21 yeors below) Other crifical services as may be
o With immunodeficiency, comorbidilies, or other heallh risks assigned

o Pregnant women
& COVID-19 Suspect and Probable Cases s
"*Personnel with lransport and border limitotions §

ES OFWORK it  Skeleton Workforce

ARRANGEMENTS:
“+  Work-From-Home

DepEd offices and .
schools/CLCs shall / w=e  2-Week Shiffing/
generally adopt any Rotation of Work

—or combinations of the
ollowing alternative
D rork arrangements.

S 4-Day Physical Reporting
@ Workweek and 1-Day WFH on

Weekly Shifting/ Rotation
bt
=3

Other forms of AWA prescribed in
CSCMC 10

T re————— ———
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1. Skeleton Workforce

— the operational capacity which utilizes the smallest number of people
needed for a government agency to perform its basic functions.

Health and safely condifions and
}ravel Ilmi&:ﬁons of personnel;
rovision of fransportation
reporting fo the (e.g., office shuttles, transportatio:
oMf:e/school!C}C \ allowance) and accommodation
% g (e.g., dormitories) support

f

Minlmum number of
personnel physically

{ * f
I

Issuance of a fravel/office &-hour work dqy
order and IATF *%
Y ris T R one (2-hour WFH)" _
- 1. 1= This sc o r
AD o the DepEd ID followed to allow sufficken! ime for ravel given
PP impaiMon of eurfew hours, Imbed access to
tramspertation, and ofher regulctory imitations e
inter-1onal o cross-board ravel
TOTAL of 8 WORKING HOURS
_M *‘Operational capacity - numiber of smpiloyees who can be permilted of J g
- wa e N Sida e sad T clwsde ol e il (neslti I o Iy AN irvasiarsel oK 0 o

.Z;Work-from-Home ,,-

© 2

Targeted/planned Availability and Access fo Work schedule
workweek uccesLi.bilﬂ}: during udequcﬂe‘ :nd . 8-hour workday
working hours appropriate
'l through agreed communication s i
/ apply
modes of equipment or {e.ﬂ. 7:00 a.m. 1o 9:30 ¢
communication facilifies unfil 4:00 p.m. fo 6:30 p.
JEEREE - Recorded
time/attendance and
performance
» No record of
accomplishment mean
no work performed;

thus, absent
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PARAMETERS:

a. Personnel are in contact and
or group of persons

b. No swifchirlxg of bc?ch;es/shifts

C. After reporiﬁngdo worﬁ asa

to self-quarantine for

. Personnel are allowed to resume
AD reporting on-site as skeleton WF
only when there is no
manifestation of any COVID-
related or COVID-lke symptom:s.

exposed only fo a specific person

skeleton WF, personnel is required

14 days or 2 workweeks under WFH

oui—Day Physically Reporting Workweek |
and One-Day WFH on Weekly Shifting or

Rotation of Work

PARAMETERS:
a. Personnel are in contact and exposed only to a specific

b. No switching of batches/shifts
c. After reporting to work as a skeleton WF, personnel is

d. Personnel are allowed to resume reporting on-site as

person or group of persons
required lo self-quarantine for 10 calendar days under
WFH

skeleton WF only when fthere Is no manifestation of any
COVID-related or COVID-like symptoms.
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'fe Return to Work

Heads of Offices need to ensure that the workplace is

compliant with the Safe Return to Work protocols per ltem 17
of DO 11 52020, DO 14 5.2020 and other precautionary
measures as required by the IATF and DOH.

/P

For scﬁool§ that/were used as quarantine or isolation facilities,
physical reporting to the workplace/onsite shall be prohibited
until such time that a certification from the proper health
authorities is issued declaring the school as safe and fit for
education purposes subsequent to clean up and fumigation
protocols, in accordance with pertinent DOH guidelines and
other applicable rules and issuances.

ik
Tm

?338"'7"58 a0 o ik 08 o.m. o

Actual time-in/fime-out and
herforrgopce shall be recorded
rou

- Ofﬂce S‘choof CI’.C Workweek Plan <
- Individual Dcu Log and
Accomphshme eporf (IDLAR)

No record of accomplishment
means no work performed; thus,

absent

Personnel must be available and
accessible during working hours
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Work Hours, Leaves of Absence
T s ceak, ¢ DepEd shal adept the CSC MC

No. 08, 5. 2020 provisions or the
Interim Guidelines on the Use of
Leave Credits for Absences Due
to Quarantine and/or Treatmen
Relative to COVID19

For teachers, COVID-19 related
leave and/or absences beyond
those that fall under excused
absences pursuant to CSC MC
No. 08, s. 2020 shall be charged
against their accumulated
service credits

. |
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e : HARAIAG IS0y
It your absencefalls under the following categodies. i shall  Mandoatory 14-day quarantine period; Succeeding obsoncns!orm%ﬂ heo
be frealed os follows: COVID-1% reg!ment

1 l.a Foreign fravel in officiol capacity, Excused apsence with pay - not 1.0. Excused obsence with pay - not det
gegucled 10 occrued Leave / Service o occrued Laave / Service cradin
credit

b Foreign trovel in personal copocity, with approved e 1.b. Chargeabie 10 5L / Service credits, e
fravel authority for aoys deciored as work suspended*

2 2.0 locol fravel in olficial COROCIty and the empioyes vwal 2.0, Excused obsence with pay - not dec
calegorized as PUM & PUI 10 accrued Leave / Service credits
2.blocal frovel in personal copacity and the employee 2b. Chorgeable to 5L/ Senvice credifs, e
was cm-qom-d as FUM l rm 1ot ucrvs deciared os work wspended

3 WwvthWmdw wllwutwond mmsnlmmwummmmw
fravel outhorlry

4 locgired frarsmission and/or exposure o COVID-19 inthe  Excused absence with pay - not Excmed abserce wﬂh pay - not be deds
perfarmonce of efficlal funclion deducied 10 occrued Leave / Service fo accrued Lecve / Service credits

a. Authorized frontiine persdnnel physicoly repping onsite.  credih
iInCluging Hegith Care Workers [HCW) ,
b. Personnel under AWA (WFEH, SKW. combirs f‘z»-n of boln For HOW - excuied absence sholl be
e‘.c ofioweas for every imtonce of required
¢ Penonngd exposed to COVID-19 pasitive co-empioyess quaranting gnd/or Ireatment dug 10
repeatec exposure fo the ditease

ocaized fransmission due fo non-work/parsonal aciivities Excuted abserce with pay - not Chargaabie 10 5L / Service ctedits, excesf
woviced that: deducted to occrued Leave / Service days declared as work suspanded
1. Underwent quarantine in o Pubic Heolth Facillty; and/or  credils

Gwc ). Went to o hospital and was odvised 10 go on home

arantine

m?g‘ia those lving with family members considered o3 Use of Leave credits due tO covm:

Reporting Mechanisms:
Attendance and Performance

Head of Office Head of Office End of the Weel

Also as supporting

&9 ad of Office - highest official in governance level (CO - Secretary or designaled Usec/Asec/Direclor; RO - RD; SDO - SDS)
od of Functional Office - head of division/office /unit (offices - chiefs; schools - school head)
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PN Overtime Services
@ with Pay

®

Compensation Holidays

overtime services (grent of service '
credits and/or comgensatory time- COVID-19
off] and other benefits shall be in - :
accordance with relevant and H,‘EE a3
applicable rules and regulations, P
subject to availability of funds and
the applicable accounting and
auditing procedures

+ Coresponding ren;g:eroﬂon for

Additional

Allowances

“Other Support Interventions in the Pipeline

> Clum?r existing HR policies with CSC
- Grant of Overtime Pay, CTO, and Service Credits in view of COVID 19 situation and
existing AWA for both teaching and non-teaching personnel

Revisit the DO 53, 5. 2003 on the grant of service credits

- Possibility of increcsig(? the maximum number of service credits to be granted to
teachers ffr?m 15 to 30§
'I

| 4

{
» Revisit hiring of substitute teachers (or reliever) to cover COVID-19
e cases

[}fs "\ Coordinate with Finance, COA and DBM on other allowable benefis f
- communication and transportation expenses

i
Sl

= "A
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In SUMMARY, DO 11 is:

* NOT a one size fits * NOT to prescribe
all policy (one AWA for each type
AWA applies to of learning
everyonej / modalities

* Guide to school heads in
determining appropriate

* Menu of AWA based on:
Options for ¥ type of community quarantine
alternative v types of LDMs employed based or
WOIk “ < learner and household profile
¥ types of essential services that ma
arrangements be required per LDM
‘ ‘ v available resources in school
NGw ¥ health conditions of personnel

- e

v travel & inter-border limitation of
personnel

M. E

LN,
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 Identify essential processes and deliverables with the chosen
LDMs based on BE-LCP principles

Pr?file Teachers and Staff

proa g
Prepare school weekly work plan** based on processes
and deliverables identified in item 1

Identify appropriate alternative work arrangements for your
school (based on steps 1-3)

> TIPS FOR SCHOOL HEAD
CONSIDERATIONS in OPERATIONALIZING AWA

)

Identify the Essential Services
Three Categories:

1. Those that are related to the leaming delivery;
2/ Thdse th;ﬁt are related to the usual school operations; and

3. Those that are related to crisis management and
emergency response

e
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—ldé“ﬁtify essential processes and deliverables with the chosen
LDMs based on BE-LCP principles

Lt i I’OSSIBlE DEWEMES '
Moduhr Distance - Pdmod/omln- Digital s-u«uaming *  Reproduction of modules, activity sheets, and other
Learning Modules (SUMs) supplementary materials
+  Activity Sheets +  Distribution/Dalivery and retrieval Can it be
*  Monitoring of learners’ progress d
Online Distance ¢ Mbﬂ'm modules ix applicable «  Conversion of SLMs to applicable conlent lormal/s one
Learning ;"mgnf;g : (e-g. digital. educational video) remotely?
Online learning resoprces (e.g. activity *  Monitoring of learnens’ progress
shaets. learnaer mngl. system)
TV-Video/Radio- - Self-Learning Modules +  Preparation/Recarding of video and/or sudio lessons Does
based tnstructi *  Learning Activity Sheets *  Monitoring of learners’ progress . .
i *  Other teacher-made materials (e.g. " requ"'e
videos, audio lessons) physic q,/ |
Blended Distance Daliverables of the chosen combination of | Pr of the ch bination of modaliti H
Learning i onsife
modalities
reporting?
Homeschooling » Printed/Offline Digital Seli- * Reproduction/ Conversion of modules, activity
Learning Modules (SLMs) sheels, and other supplementary materials

- LEARNING | POSSIBLE
 HODRUTESS s DREVERABIESE. R e
Modular . Prmted/Offhne Digital Self- |+ Reproduction of modules, activity sheets,
Distance Learning Modules (SLMs) and other supplementary materials
Learning % Activity Sheets . Distr!but.lon/Dehvery and retrieval

| 2 / * Monitoring of learners' progress

@ What are the deliverables that need to be done?

= N,
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~ POSSIBLE
| ,‘ELIVERABLES

Modular . Prmted/Ofﬂme Digital Self-

Distance Lea_rrjmgs Modules (SLMs)
Learning j! Activity l;\eets
< /

. Reproductlon of modules actlvnty sheets,
and other supplementary materials

* Distribution/Delivery and retrieval

* Monitoring of learners' progress

[

@What are the specific processes and tasks involved
to ensure that we carry out the task?

) Identify essenfial processes and dellverables with the chosen
LDMs based on BE-LCP principles

SCHOOLS/CLCS

ESSENTIAL SERVICES, PROCESSES, AND PROGRAMS IN | ESSENTIAL SERVICES, PROCESSES, AND PROGRAMS IN

: -’;:?mmtammmmﬂmm

SCHOOLS/CLCS DURING EMERGENCIES

. SchoollClC Plonnmg process
[e.9. AIP preparation, adjustment, and reporting)
§chool/CLC reportorjal processes

{e.Q. BEIS, LS, Heath/ Finance, Schogf Forms, efc)

+  Financial reporting énd Irdnsactions
[e.g. disbursement. liquidation, etc) I
Brigada Eskwela and Oplan Balik Eskwela .

Those pertaining fo School/CLC Security and Safely .
Invenlory process and aclivities of School/CLC Plant,
Properties and Equipmenl (PPE)

Household and community parinership

| [e.g. parents' orientation, brgy level mobiization)

"1+ Allanalogous services o those mentioned above that shall
be determined by the school/CLC.

Healfh and eme;uency response services
(Oplan Kalusugan. Feeding Program, Dental Core, Water,
Sanitation, and Hygiene (WaSH), efc.)

Flexible Learning Opfions

(Oniine Education and Altermnative Delfivery Modes)

Testing and contact racing

Provision of hygiene and sanitary supplies

Transparency of processes and mechanisms

School/CLC disinfection

Guidance, psychosocial, and mental health services for
learners and school/CLC personnel

(teaching and nonteaching)

Online child proteclion processes and mechanisms

All analogous services to those mentioned above that shall
be determined by the school/CLC
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Guide Question:

Can it be done remotely?

Does it require physical/onsite reporting?
: /

2 /
/

i

“Profile your Teachers and Staff

QO Personnel-at-risk and with heaith

conditions:

v 60 years old and above (21 years
below)

¥ With immunodeficiency,
comorbidities, or other heaoith risks

v Pregnanh;men

v COVID-19 Suspect andjProbable
Cases

U Personnel with transport and
B border limitations

U Essential Services
(listed in item 7 and 10 of DO 11, 5. 2020)

o Rl
0050 Linc Chatto Drive Barangay Cogon, Tagbilaran City, Bohol I?:e—h Id x’*m‘hb_\
Tel Nos.: (038) 412-4938; (038) 411-2544 (038) 501-7550 RiC... ”

Telefax: (038) 501-7550 email add: deped.bohol@deped gov.ph Bo HOL



e Prepare school weekly work plan** based on processes |
and deliverables identified in Tip #1

sample WWP:

Task ‘tp be Person/s Time Expecteddutput; :

Date / Accomglished Involved Frame Outcome

** working template for SH reference only to have a clec
scenario of entire school situation in determining AWE \

-

" TIPSFORSCHOOLHEADS:

e ;a"'
ﬁy’

Identify appropriate

altertleziv?:.vofk - @t Skeleton Workforce
arrangements for your ‘t
school (teachers and )

staff) 5 Work-From-Home
WORK | « /. 2-Week Shifting/ |
ARRANGEMENTS:  E5 potation of Work |

4-Day Physical Reporting

Schools & CLCs may B  Workweek and 1-Day WFH on
adopt any or Weekly Shifting/ Rotation ;:
combinafions of the ;
following: Other alternalive work ﬁ
= arrangements prescribed in CSC '
AMS 10
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%iientifv appropriate alternative work arrangements for your
school (teachers and staff)

DEPLOYMENT |+ School/Communiy/sp0 x Dakdoncs

/ LOCATION +  Drop-olf/pick-up poinls for the modules
ATTENDANCE * Record aclual fime log using the logbook or olher contactiess *+  Time-in/Time-oul through agreed mode of
MONITORING: maechanisms communicafion
* * Reflect actual time log in fhe in the IDLAR *  Reflect actual time log in the in the IDLAR
+ | Monitor attendante using the Office/Schoal/CLC Workwesk Plan |+ Monitor aftendance using the Office/School /CLC
[ / Workweek Pian
PERFORMANCE ¢ submit Ofﬂcelsgzhoollctc Waorkweek Plan and IDUAR to the Personnel Unit/Section
MONITORING: *  Conduct reguiar alignmen! meetings (health check. reguiar moniloring and consultation w/ teachers and stalf)
SAFETY AND HEALTH |* Observe heolih slandards based existing guidelines (DO 14.5.2020) | +  Observe healih standards based existing
PRECAUTIONS +  Establish response protocols to COVID-19 cases guidelines (DO 14, 5. 2020)
+  Ensure availability of hand soops/sanifizer/ cicohol-based solutions | +  Establish response protocols 16 COVID-19 cases
and disinfectants in restrooms and common areas
* Routine cleaning/disinfection of lrequently touched
surfaces/objects
TECHNOLOGY AND *  Ensure ovailabiiity of communication equipment / facilities *  Ensure teachers and stalf have access and fo or
EQUIPMENT (computer, telephone, infernet access) provided with adequate communication
*  Use ol Deptd Officlal accounts equipment / facllifies (laptop, mobile phone,
+ Capaciiate/orient teachers and stalf on online platiorms Internet access)

vou! BANDIC AT

FLOWCHART ON WORK ARRANGEMENTS FOR THE DEPED SCHOOLS

I isthe trar remilirn k ':,_"
EcQ employes YEs e no —y O
1 MECQ - — - periceel t —
Essantial _:MI A ek and with :
PR Services"? euiting heath

I NO
i ine empiopee ' th soplovee e, - g
<leaning GCQ abie fo "0 b e employee GO mar af 48 i
= > perscmnct ot b ~Opefdenas
o, | MGCQ - e ot it
iz { ik dualbes. avinting heslth .I.‘i; Fapany dmg sppereat AwA
| Post-cQ opeipar condaiomtt Sonations? ke |
YES

N,
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