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Republic of the Philippines
Bepariment of Eoucation

REGION IV-A
SCHOOLS DIVISION OFFICE OF CAVITE PROVINCE

June 1, 2020
DIVISION MEMORANDUM
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TO:  Office of the Assistant Schools Division Superintendent
Chief, CID and SGOD
uddC&ﬁOﬂ Program Supervisors
Public School District Supervisors
Public Elementary and Secondary School Heads
Division Personnel
All concerned

INTERIM GUIDELINES ON ALTERNATIVE WORK ARRANGEMENTS

work arz’angements.

.8 In compliance to the above- mentioned, the following interim guidelines on work
arrangements shall be adopted throughout the Province.

A. Schools

a. Schools shall adopt acceptable strategies to reach o
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teachers are 1mped€0. duf: to restmctc:d mavement in borders because of LGUs
policies or being locally- stranded individual, school heads are instructed to
understand such situation but should provide well- defined roles and
functions for them to actively participate during the enrolment within the
means available to them or assign them tasks like prepari'ng lesson plans,
participate in professional development activities and other teaching related
activities while being immobile.

c. Teachers should properly inform their respective school heads of their
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d. As such, school heads shall establish a communication platform like the
use of shor t messaging (SMS) and other social media platforms whichever is

practlcable and applicable. This is to further ensure that they are rendering
service by June 1, 2020 and be entitled to their salaries.

e. In case the school is confronted situation where a large number of teachers
cannot participate due to valid and justifiable reasons, it is important that a
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core team must be organized by the school to effectively manage enrolment
procedure by designating enrclment focal person, data gathering and

el dam oy mvmadian ey Al b al A snbhrrainl e latfecanina oo st e ooy mam s fames oma 4
Tlivanal Lg, lCClLlllé Ulidital airiug MLiysilal plaliisliibn, UisosTiiiing LILIY CILIIWUILICLIL
_ - - 3 - . i 2 ~1miaat 1o \
procedure, and encouraging larger stakeholders’ participation. Teachers

should manifest in writing the willingness to be part of the core team.

f. For schools with non- teaching employees, the provision under item B
hereof shall be followed.

g. In the submission of weekly accomplishment report, the form herein
attached as Annex A shall be used. The column for status of work
accomplishment shall be filed in by the school head who has the duty to
monitor the accomplishiment of the teachers.

B. Schools Division Office
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a. ‘Tne Schools Division Superintenaent and tne Chiels of Functional
Divisions and Heads of sections/units shall identify who shall report on site
and who shall go on a work from home arrangement.

b. Specific tasks for the week shall be given each employee under the work
from home arrangement using the work accomplishment report. (see Annex A
hereof for the template)

c. At the end of the week, the employee shall submit his/her work
accomplishment to SDS/ Chief/ Head, who shall likewise fill in the column
on status of work accomplishment as to whether the task/s have been
completed or partially completed. For partially completed tasks, the same
shall be completed the following week in addition to the tasks for that specific

nt shall make themselves always availabl
the , » pm} through any online communication
atform, o e they may be considered absent.

Employees who failed to submit their weekly work accomplishment may
likewise be considered absent, after due process.

f. Employees who are 60 years old and above, as well as those with
immunodeficiency, comorbidities, or other health risk, and pregnant women,
including those who reside with the aforementioned, shall be under work-
from-home arrangement, except when their service is indispensable under the

circumstances or when office work is permitted.
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3. Any provision stipulated in previously issued Memoranda inconsistent with this
Memorandum is hereby repealed.

4, For information and strict compliance.

ROMME . BAUTISTA, CESOV

Schools Division Superintendent
MBC DR e, 153 <. 2020
BU-293]067 O1} 2020
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