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IMPLEMENTA'FiON OF THE ADJUSTED WORKING HOURS FOR
~ APRIL AND MAY, 2002 PURSUANT TO AO NO. 32, S. 2002

DepEd MEMORANDUM
No. 64, 5. 2002

To!  Undersecretaries
Assistant Secretaries
Bureau/Center/Service Directors
Regional Directors
Schools Division Superintendents

1. For your information and guidance, enclosed is a copy of Administrative Order

(AQ) No. 32 dated March 18, 2002, entitled “Providing For Adjusted Official Working
Hours In All Departments, Bureaus, Offices And Other Agencies Under The Execubive
Branch of the Government, Including Government-Owned Or Controlled Corporations,

During the Months of Aprif and May of the Year 2002”

2, To implement sald AQ, all DepEd central/field employees, who opt to adopt the
adjusted working hours during the months of April and May, 2002, shall:

2.1.  report for work for four consecutive days each week, either from
Monday to Thursday or from Tuesday to Friday, except on holidays;

2.2 render not less than ten (10) hours of work a day exclusive of meal
periods; official lunch break is at 12:00 noon to 1:00 p.m. regardless of the time .
they reported for work;

2.3 report for work anytime from 7:00 a.m. to  9:00 a.m. and end work
anytime between 6:00 p.m, and 8:00 p.m, after completing the ten-hour
workday;

24  be considered tardy if they report for work beyond 9:00 a.m. and
“undertime if they do not complete the ten hours in one workday;

2.5 be deducted a ten-hour absence from their leave credits, if any, for a
one day absence; and . S :

2.6 be allowed to render overtime services, if authorized in the exigency of
the service, after working for ten hours for each workday, but not to extend -
beyond 9:00 p.m. and during holidays, Saturdays and Sundays, which shall be
from 8:00 a.m. to 5:00 p.m..
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3. The heads of offices shall:

3.1. © ensure that at least 50% of the total employees in dlvisions/uﬁits shall
report for work on Mondays and the remaining 50% on Fridays;

3.2 schedule the days-off of drivers together with those of their respective
- heads of offices; o

3.3  submit the schedules of the employees’ days-off which shall be fixed, to
the Personnel Division/Unit in the central/field offices using the attached
format, not later than April 3, 2002; and

3.4  ensure that employees whd are essential to the implementation of
programs and projects maintain the usual 5-day workweek.

4. Employees who opt to observe the usual five-day workweek shall continue to be
governed by existing rules and regulations. o 3

5. The adjusted working days shall take effect immediately, unless otherwise
revoked. . :

B, In relation to Administrative Order No. 32, DBM Budget Circular No. 2002-2 s, of
2002, copy attached, prescribes the guldelines, rules and regulations for the

computation of salaries, wages and other compensation for the months of April and May
2002, ‘

7. Wide dissemination of this Memorandum is desired.

I f

ERNESTO 5. aANGAN_
Undq ecretary

/\gj

Encl.: As stated

Reference: None

Allotment: 1—{D.Q. 50-97)

To be indicated In the Perpetual Index
under the following subjects:

BUREAUS & OFFEICES
EMPLOYEES
OFFICIALS

SERVICE




Republic of the Philippines
DEPARTMENT OF EDUCATION
Pasig City

SCHEDULE OF DAY-OFF
Pursuant to Administrati\‘re Order No. 32

Office:

—_—

POSITION

NAME OF INCUMBENT

DAY-OFF
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MALACANANGY
MANICA

ADMINISTRATIVE ORDER NO. 32

PROVIDING FOR ADJUSBTED OFFICIAL WORKING HOURS IN, ALL
DEPARTMENTS, BURFAUR, OFFICES AND OTHER AGENCIES UNDER
THE EXECUTIVE BRANCH OF THE GOVERNMENT, INCLUDING
COVERNMENT-OWNED OR CONTROLLED CORFORATIONS, DURING
THIE MONTHS OF APRIL AND MAY OF T1UE YEAR 2002

WHEREAS, it is the policy of the State (o encourage amnd promote
domestic touris;

- WHEREAR, tonriam has been identified as one of the largest contributors
to the eotntry’s gross domestic product and A major contyibutor to the prowih
ancslevelopmaent of the national coonomy;

WHERBAS, knowledge and awareness on the part of our citizens of our
country's  various patural, historieal and  oultural heritage can imake »
sighiicantt contribution to the wnation's goals of uvational unity and socio-
economic, eultural and educational development;

WHEREAS, as front liners in the public service, government emnployees
_could best enconrage the promotion of domestic lourism by impasiing their own
experiences o the public; :

WITEREAS, to criable povarnment ewployees to vigit the various domestic
tourigm destinations in the country and for them to convey the knowledge and
experience  they have gained during their travels, the Secretarvy of the
Reparbment of Tourizm recommends the adiustment of their official working
hours during specific regular working days of the week in the sumertime.

NOW, THERFFORE, 1, GLORIA MACAPAGAL-ARRUYO, Prosident of the
Fepublic of the Philippines, by virtue of the powers vested in me by law, do
herely order: '

SEmCTION L. During the months of April and May of the year 2002,
employees of all departments, bureaus, olfices and other apencies nnder the
executive branch of the government, including governinent-owned or controlied
corporations, shall have the option not 1o report for work on Mondays or on
Fridays provided that duying said period:

() such employees shall report for work four (4) consecutive days of
each workweek, excepl on holidayvs;

{3)] such employees shall rendet not less than ten (10) liours of work a,
cl.m"v,hcxcl'lmive of meal periods, either Irom Tuesday to Friday or
fronr’ Monday te Thuraday of each workweel, except on holidays; -
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(i) the head of the concerned. depatonent, bures, frlh(t' apeney or
' povernment owned or contéolled covperation shall ensure (hat at
least half of ite workforce ahall feport for work on Morddays aned
he other half on Bridays fo assure the eflicient delivery ol bagic
govnrnmenlial services lo (he pnblw The concerned department,
bBirsaw, office, agrpey  or povernment-owned  or  coutrolled

runm'nilrm must have a fnll or complele workioree on ‘Tuesdays,
Wz‘clnr'mhlva and Tharadays. :

mm 2. 'lhv Admiratrative Order shall not cover the Avgied Folces

uf the I’hﬂmimlf‘", the Thilipmpive Naliemal Police, the Philippioe Coast CGusnd,

governmett

hospitols and  lhealth ceuters aud  other fovernmoent  agencies

mvnl‘wr' i providing heslth, sofety, police, securily, protection and  other
GO Y ey e,

BREOTION 3 A coneeripad depariments, burcaus, ollices, agovcies and

frovernment-oemed o controlled corporations are direcled Lo proinibgate the

approprinte rules and vepulations for the ellicent. uoplemendation of this
Ambiniatvidive Oy dper,

BUCTION A0 The Department of Bodgel ‘c‘l,l.]t'l.MJI_HH[{(‘;I].II",.Iltv in hereby

Mireeded Lo faene the necessary guiddiner, sales and repulations to provide for
adjustments in Hhe wages of copensation, including PERA, ADCOM and
bayment for evertime services, of govenupent employess affecled by the
plernentation of 1this r\thummll.th\ o (der,

SECTION 5. The legislative and jodicial branches of the govertent, the

constitulione! commissions axl the private seclor are encouraged fo adopt the

above mentioned official workding hours furing the months of April and Moy of
the year SO0,

BROTION G, Yhis Administrative Order sholl Gake eflect Juanediately

upon approval, : .

2y e Bresident:

City of Maniky, Mareh fg 2002,
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CIRCULAR

N o g
. March 26, 2007

s, HTeads” of ‘Diéphutiiéiiy,  Bureaus, Offices’ ani Agencies of the National.
TN GoVernmdnt; - Slate Univarsiifes ai:Colleg s, ,.Gi);VE_(;lt!]it;filli“‘-('Jleelf"t':'lﬂd/m' L
- ~Contralled Corporations (GOCCHY Govermant Fiancll nstitatlons (GF1g),-
_”:II.-‘EQ_(I:'E'.N"_GQ\(\‘:T‘U"!|ii&!)},'lv‘h‘ji[.ﬂ;_‘,_‘t"lll'('l‘_AU ,(flll'\(;ijé,_.g':‘.q'r“)cc;:,fr||)é;g,l‘_ Soon o

T f.r"r:‘e#[t:r‘ll_)i‘i:“‘.g;}(iij]_tj;.-fl.l_‘i‘l,é‘ga,‘f;':_l_li'ilIE-;'#;:IH dl‘!ogulatlmmimthe Computation :
of $alﬂi‘iq!§;‘Wﬁ'{j¢:‘t‘i{"d!lI_Ll“O'llgh‘f':_:ljQﬂ‘l!i'pﬁplﬁfﬁll:iﬁ!_l;fpl" Lhe Months of April -
and May 2002 in Rélition to Adiminlstrative. Order (AQ) No. 32
- This Cf[’i;ulmf‘,ls-'l_.a*‘s_{ié(’l‘tu- hrescribe tht’g;-.i:juif.};_a.,llnpg,_ les _‘a,ll!,ll;;_-fl’_,.(‘,,g'll‘lh‘le()il'lS‘ for the
L "-‘?"”Uﬁt]‘ﬁ\m)}'/ﬁ:()l"l’lﬂtllﬂlﬁii’jl_l‘_tflf:‘!‘iilla!'le."s, wages, dvartime pay, Personnil Economic Reflef
.. Nlowance ([{E}t{AL}Aqq‘lnziunal_.,(;ﬂ:g.g;,':‘rlq;el'lsat_lu'n’ J(AQ(:EQMI-)\:ﬂfI'(!;.t{ﬂ)?!’-‘j!"bWE_lﬂ_C@-‘:‘: paidon. -
v nontily/daily basis of ‘governmant employees’ Hpon (mpiementation of AO No, 32,

S Providing for the Adjusted Official Waorking Hours I all Departients, Burealjs, -
T “OfMies: and_ Other Agencles. undor. the- Executive  Branch ol thi fioverniment, -
S Y ineluding GoVerriiicii t-Ownéd or Controlled Corporations, Dulig the Months of Aprl -

and May of the: Yeat 2002, - LT e s L

- 2.0-  Coverage T

T2 e guldeliids, ruléd aridl fegua tionqclmllapply o all emplayeas under Llie |
S Executive Branch of the yoverimant, GOCCB; GFs aind local waler"r_llz-}!'rlllcts -
(LWDs) whileh will opt-lo enclr.’_ugt;_IhQ_ng!ju,;;tml_,'wo;r_kipg_[,‘lpou!‘a.g; R

o B

L 22 The Leglsiative and Jutdicial. Branches :of, the Goyarnmeint, Coristiuglonal -,
: ‘Cominisions, sl of, GOGCS/GFs,: And. local; govermnent unils
o '(L‘?Lf!’;)"".‘ﬁ‘iﬁ_ﬁ!‘:’;’él“ﬁﬁﬂ!"iﬁiﬂh—‘ﬂ 1o adopt the adjusted officly] working hours and the
‘ -"|':r6§"ja‘ldl‘is’u‘f‘lhlsé:(:lrr.:l.lfa'!‘"at tialr OWI'T'(“SCI’QUfJI\.,_‘I.j,'_ e

 fui or VS guidediies; s g ilgulboris shall ot apply 1o e foloming: S
3.1l iuni[bt1ﬂﬂd personnel of. Ahe Armad Forces of lie- Plr_lllpplnes;fuf the .

o Depattment of the Interlof. and L ocal Goverunient apg of the Philippine Goast

L e
S S T PO AT

L smployées of g'tp_vm rnent hog fiji_p‘l'g.atl,g.! "I,f:".‘él I"tl';;,‘cén ters _ﬂ‘lj‘l'(lsu‘i l,\r:‘).rg_-, ;jnf{el-fmlnént".
relds Wvolved n providing fiealth, safety, po lices Securlly, pitatection and
T other ehigigancy servicas)” R . : S

4 j.l
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Cestert 3,300 gy vernment eniployees , who, woik In.nny of the three (3) shifts,
e bR ‘faig_ei'ij(:iesﬂwmcl1'-‘p|."‘c'»"\iitle’-?.4*hdt.‘:r’s"9&ﬁvl:‘?&"z'n"day";_l;m'ril‘",".* A

o

L . PR ' o o - .. :!

34 idividuals whose services:are Rived not as-part ol iho reyulay wmk_fdl‘cé and
' *such hling bears ng’ etaployee-employar telatonship Ike: consullanta.and
_expearts, contrict workers hired on Mecdwork hasls (paklag wen kess)student
o laborers and apprentices, and othdis stilarly situated, 7 T

.0 Salarvies/Wages ' I

AL Annex Acand Annex B shall be used as references o deteiminig dally or
Co ety salaty/waga rates  of “tivillan ginployees ol Hatlonal government -
ragentids, GOGCS, GEIs and LWids. SRR .

472 The monthly rates’ contalined in'the tﬁdiél"}lsicl.“\é‘dtllél tnder Mational Budget
o, Clreulai No, 4749, dated June 15, 2001, and theit corresponding houtly rates
o o dhall net change;” 'Only the daily Fites 'Sh.a_ll;phaligg in-view of the change In

~the number of workdiig holrs jiof day, . o

43 In accordance with Republic Act No, 8758, tha munthly rate in the. salary
o sthedule shill be divided by 22 working doys a month Lo yet the dailly. rate.
- The dally rate thus derlved shall be divided by 8 hours per «day to gal the

howrly rate, The hourly rates shall be ivnpltipliegh by 10 hotrs to.get the daily
orale Tor Apdland May 20bg, o e e e -

Loty L LR T R
PR -

v Thie dally rat@ of governthenl -emplyyées regardiess, of . stalus_who opt to |
"-,7'uduptmi).N‘u.'ii?_ja'ellé'as.s‘h’i?wh' In AnnexcA, 0 T

- The _tbtéii-' Wagj'é"hé\r'""l'jn‘cm_th_qulr",}:n‘ dally pairit.rnptoyeeshdll !JQF:,éxtEEl'f the
atthorzad monthlyrate, 7 70 T

10 these dally rates are applicable only for Apsil and May :3_(},0._2.__‘_.._:.,,-;.] com

47 These dally rates shall not be used in computing - Relirament
e U Gratuthy/ Tarmial Lenve Benafits, =" " © " ' '

50 . Overtline (OT) Seivices With Pay -~~~

HEEUEY - 16 ehedUrage” alid firomots domesc owrisin ‘as_itenled by AO No. 32,
P ovettiie wirk siolkl be avolded except when Bbsolutely necessary as may
MR rbef—détérihineU"'tiy"thé ag'_e‘r.):ri?fhgadjyvhc) ni_“‘lz'a\,"g”'fur'l‘;he_r“__Ilssglje;frelated athlitlonal

guidelinag.- 7L T Tt BT e .

I accordance with Budget Gircylar (BC) Nu. 10,|da.té‘c,l"-"M.an:'h'29,' 1996,
overlme services, if any, shall be pald.at plus 25% qﬁllllzt‘gt_Imu‘,r:]yra‘l_a except

forhalidays and previously establistied rest daye, ‘Annex B shows the hourly
Trakes, - ' . : o Y

i
A%

6.0 Paronnel Egonoinie Haliet Alloivanca (RERA), Additicital Compensation .
' (ARGCOM) and Ql-.‘l.‘lﬁél"ﬂlu)Wﬂﬂl:(:& Pald on a Monthly or Dally Basis

v TG PENAADGOM and athar aligwahices o . gaveriment enipléyee pald on a dally
v Dasls, part-lime -basls of -for Traction "of ‘& Workiriy . day shall- ba compiited: as

follovys; TSI o . . '




7.0

4.0

' 9.0

10.0

EFB-B7d1.4004

1

v PERA o ADCOM or Allowiiie = '_D._‘_I,‘[:_-,r_ngl_;jﬁ Rate’ x _nu, of hours worker]

176 hodrs . during the mom

. The pPrpa, AQCOI\'I ard oty - alicwinges for - the onth shall not excead the

Authorlzed monthly rate, -

'Dafly}paid amployeas whe did |'|c>t,mci.ut-nn,y .auséq;\ces whhiout pay during eacl
-»?I’)Urltf'l.__sl'm"',,.be:'_garltil.llal‘.l.‘l‘(}.H‘IP.. full atmunt of the PERA and ARCOM. . . :

Night-Shict Differentiar Pay

"1'11!:!.'ngllt~$lll[t' ‘Di.ffﬁert".'.nljlat‘Pav authorized "under BC No.- B, serlas of 1995 5

applicable only . erhployees who work during ihe night shirt of fyencies raqulred to

provide 24 fiours servica, I shail not apply o the regular work’-per_‘fbrrrné‘c(after-:G‘

PM of ermployeas of Avencies udopling the 4 day work weaek

!-\]‘:"plit;nbi!i.{y to LGl

_LGUs‘,.lh:;:_t opt t}.u,‘ arfopt me_ attjustod olficks) wor King lours pr{esm"ibelr_l 0. AQ N.u'.-‘ 32

shall likewka adopt the formfan eottained (n 4,’3,5!1&1@0 haraof,

Re:-;p'ldl.!sf[ll'li‘l;y ol Ui;a Head of 'A{mhw

The head of agency shall _lae':hem respoirsibibe: and personally liable for any payment
of s'erimffzs/w.age;; and addithnal.compensation ot I accordance with thie provisiong

of this Clrcular; without prefudics, however, 1o the tefiund of any excess payment by

the amployee conerned; :
Effoctivity
This Circalor Shall take affect Aptil -1, 2002 anti May 31, 2002. .
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Salary Schedule {MonthlyDaily) for the Months of April and May 2602 .
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