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Republic of tl)e Philippines §

Bepartment of Education {g S
Region V — Bicol 2 0
SCHOOLS DIVISION OFFICE OF CATANDUANES AUG

August 20, 2020

MEMORANDUM
0SDS-UM-08-20-20/MBL

TO : Asst. Schools Division Superintendent
Division & Section Chiefs
Education Program Supervisors
Public Schools District Supervisors

Elementary & Secondary School Heads/TIC's
Teaching & Non-teaching Personnel

1. Attached is the CSC MC No. 8, s 2020 “Revised Guidelines on the Use of Leave Credits for
Absences Due to Quarantine and/or Treatment Relative to the Coronavirus Disease-2019
(COVID-19) and FAQ's on Alternative Work Arrangements Leaves.

2. Teaching and non-teaching personnel who were advised to undergo 14-day mandatory
quarantine under categories 2, 3 and 4 of the CSC MC No. 8, s. 2020, shall be considered as
excused absence with pay, thus it will not be deducted from their accrued leave/service credits,
but they are still required to file for quarantine leave for record purposes.

3. The application for leave of absence should be filed after the 14-day quarantine period together
with the certificate issued by government/private physical that he/she has submitted
himself/herself for monitoring/investigation; or completion of quarantine certificate issued by
the local quarantine/health official; or medical certificate that he/she is cleared to report back
to work, whichever is applicable, and submit to SDO-Personnel Section.

For information, guidance and compliance.




CIVIL SERVICE COMMISSION

Republic of the Philippines

MC No. 08, s. 2020

MEMORANDUM CIRCULAR

TO : ALL HEADS OF CONSTITUTIONAL BODIES; DEPARTMENT,
BUREAUS AND AGENCIES OF THE NATIONAL
GOVERNMENT; LOCAL GOVERNMENT UNITS;

GOVERNMENT-OWNED OR CONTROLLED CORPORATIONS
WITH ORIGINAL CHARTERS; AND STATE UNIVERSITIES
AND COLLEGES

SUBJECT : Revised Interim Guidelines on the Use of Leave Credits for
Absences Due to Quarantine and/or Treatment Relative to the
Coronavirus Disease-2019 (COVID-19)

President Rodrigo R. Duterte declared the Philippines under State of
Calamity pursuant to Proclamation No. 929 dated March 16, 2020. Consequently,
a Memorandum from the Executive Secretary dated March 16, 2020 was issued
placing the entire Luzon, including the National Capital Region (NCR), under
Enhanced Community Quarantine while a number of local government units
(LGUs) have simultaneously implemented Community Quarantine in their
respective jurisdictions.

In line with President Duterte’s proclamation and the above-mentioned
Memorandum from the Executive Secretary, the Commission promulgated CSC
Resolution No. 2000522 on 02 April 2020 , adopting the following
Revised Interim Guidelines on the Use of Leave Credits for Absences
Due to Quarantine and/or Treatment Relative to the Coronavirus Disease-
2019 (COVID-19).

1.0 Purpose

These revised guidelines provide for the procedure of availment of leave
privileges for absences incurred in relation to the required period of quarantine
and/or treatment of public sector officials and employees relative to the COVID-
19.

Moreover, said guidelines seek to contribute to ensuring that precautionary
measures are adopted in government agencies to avoid the spread of the said
virus in the public sector workplace.

Bawat Kawani, Lingkod Bayani

§ CSC Building, IBP Road, Batasan Hills, 1126 Quezon City & (02) 931-7935/(02) 931-7939/(02) 931-8092 cscphil@cscgovph & www.csc.gov.ph




2.0 Scope and Coverage

These guidelines shall apply to all public sector officials and employees
regardless of status of appointment (permanent, temporary, provisional,

S;ers_tlltute. coterminous, casual, contractual or fixed term) including local elective
officials.

3.0 Guidelines

3.1 It is the responsibility of each goverment official/lemployee or any
individual serving the public sector to ensure that he/she employs the
necessary measures to prevent the spread of the COVID-19 infection in
the public sector workplace.

3.2 Al officials and employees in the public sector who came from official or
personal travel from countries with or without localized COVID-19
transmissions shall undergo the required fourteen (14) calendar days
quarantine in their homes or any appropriate health facility.

3.3 Al officials and employees in the public sector who came from official or
personal local travel who were categorized as Person Under Monitoring
(PUM) and Person Under Investigation (PUl) shall undergo the required
fourteen (14) calendar days quarantine in their homes or any
appropriate health facility.

3.4 Absence from work due to the required period of quarantine and/or
treatment for the COVID-19, as applicable, shall be treated, as follows:

Nature of Absence
Categories from Work; Procedure Upon
Applicable Leave of Return to Work
Absence
1. Officials and 1. Absence from work | Submit to agency’'s HR
employees coming during the fourteen | office/Unit the
from official or personal (14) calendar days following:
travel from countries required quarantine
with or without period and treatment | 1. Application for
localized COVID-19 for COVID-19, shall Leave of absence
transmissions who be consideredas |,
underwent the required excused absence’ / 2. Certificate issued
quarantine period (required quarantine by government
and/or treatment for leave and/or COVID- Iprivate physician
COVID-19 19 treatment leave). that he/she has
submitted himself/
2. Officials and 2. After the lapse of the herself for

! “Excused Absence” as used in this Resolution shall refer to the period when government personnel are not required to
report for work (required quarantine and/for treatment, and work suspension), but are entitled to pay, as declared by the
President or the appropriate and competent authorities.



employees coming

from official or personal
local travel from areas

under community
quarantine who

underwent the required

quarantine period
and/or treatment for
COVID-19

. Government officials
and employees who

underwent the required

period of quarantine
and/or treatment for
COVID-19 due to

localized transmissions

while in the
performance of their
official functions,
namely:

a. Frontline Service
Workers, such as:

i. Public Health
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Workers (doctors,
nurses, and other
members of the

health care team);

ii. Immigration
officers and
consular officers;

iii. PNP members
and barangay
officials assigned
in checkpoints,
including
personnel of
PCG, BOC and
other agencies
assigned as
border patrols;
and

iv. Those who are
assigned as
frontline service

14-day period, and
that there is a need
for treatment of
COVID-19, the
subsequent
absences incurred
shall be treated, as
follows:

. For those on official

travel under
categories 1 and 2,
and category 3, the
period of their
treatment shall be
considered as
excused absence
(required COVID-19
treatment leave).

For those under
category 3.a.i
(Public Health
Workers), excused
absence shall be
allowed for every
instance of required
quarantine and/or
treatment due to
repeated exposure
to the disease while
in the performance
of their duties;

. For those on

personal travel
under categories 1
and 2, and category
4, the period of their
treatment shall be
considered sick
leave chargeable
against their leave
credits, if any.

However, in case
work suspension is
declared during the
required period of
treatment, it shall be

monitoring/investiga
tion, as applicable,
(for PUM and PUI),

3. Completion of
Quarantine
Certificate issued
by the local
quarantine/
health official; and

4. Medical Certificate

that he/she is
cleared to report
back to work;

and

Medical Records
showing that he/she
was treated of the
COVID-19 signed
by the attending
physician (for those
under treatment of
COVID-19).

NOTE: They shall only
report to work after the
lifting of the
“Enhanced
Community
Quarantine”, where it
is declared safe to
return to work.
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3.8 j‘he L{pda.ted Decision Tool as of March 10, 2020 issued by the DOH
including its Department Circular No. 2020-0080 and/or Department
_Memorandum No. 2020-0090 shall apply. Moreover, future
Instructions/advisories issued by the Office of the President based on
the recommendation/s of the IATF-EID on the assessment and
management of COVID-19 shall also be subsequently applied. For

announcements and public advisories, you may visit the following
official DOH channels:

a. Website: https://www.doh.gov.ph/2019-nCoV
b. Facebook: https://www.facebook.com/OfficialDOHgov/
c. Twitter: https:// twitter.com/DOHgov

3.9 Office heads shall also ensure that efficiency and productivity work
standards are met, and that delivery of public service is not prejudiced

during the required quarantine and/or treatment of concerned officials
and employees.

3.10 Other documents that may be required in support of absences due to
required quarantine period or treatment in relation to COVID-19 are the

following:
Documents On Official Personal
Business Travel
Travel Authority (International) / /
Office Order (International/Local) / X
Certificate of Appearance (Local) / X
Laboratory Test Results / /
Waiver X /
Other Travel Documents / /

4.0 Responsibilities of the Agency head

The agency head through the Human Resource Management Office/Officer
shall monitor the implementation of the use of leave credits for absences due to
quarantine and/or treatment relative to COVID-19 based on these Interim
Guidelines.

5.0 Repealing Clause

All other existing guidelines which are inconsistent with these Revised
Interim Guidelines are deemed repealed or modified accordingly.



workers in all considered excused
gOVerr)ment absence and shall
agencies be not chargeable

against their earned

b. Those who are leave credits.

under alternative
work arrangements,
such as but not
limited to work-from-
home, skeletal
workforce, four-day
workweek, and
staggered working
hours

c. Those who had
exposure with co-
employees who
contracted the
COVID-19

4. Government officials
and employees
infected through local
transmissions due to
personal or non-work
related activities, who:

a. Underwent
quarantine in public
health facility for
observations; or

b. Went straight to the
hospital for
treatment and/or
advised to go on
quarantine at home
because of mild to
moderate
symptoms.

Note: This includes
those living with family
member/s who are
either considered as
patient under
investigation (PUI) or
patient under monitoring
(PUM).




5. Officials and Absence from work T
employees, on during the fourteen
persor]al trgvel from (14) calendar days
countries wntr) or required quarantine
without localized period for COVID-19
transmissions shall be considered as
WITHOUT sick leave and shall be

APPROVED TRAVEL | deducted from their
AUTHORITY BEFORE | earned sick leave
OR AFTER the credits, if any.
declaration of THE
STATE OF PUBLIC Treatment for COVID-
HEALTH 19 shall be charged
EMERGENCY DUE against their earned
TO COVID-19 threat, sick leave credits.
who underwent the

required period of However, in case work
quarantine and/or suspension is declared
treatment for COVID- | during the required

19 period of quarantine

and/or treatment, it
shall be considered
excused absence and
shall not be chargeable
against their leave
credits without
prejudice to
administrative
sanctions as
determined by their
respective
agency/office head.

3.5 In the event of circumstances above mentioned wherein the
employee has exhausted his/her sick leave credits, Section 56 of
the Omnibus Rules on Leave shall apply allowing the use of vacation
leave credits in lieu of sick leave credits. In case the vacation leave
credits have been exhausted, the employee may apply for sick leave
of absence without pay.

3.6 For government officials and employees not covered under items 3.4.1
to 3.4.4, in case of work suspension, they are considered on excused
absence, thus it shall not be deducted from their earned leave credits.

3.7 For government officials and employees, covered by the Interim
Guidelines under Categories 1 to 3 whose period of quarantine and/or
treatment was deducted against their leave credits prior to the issuance
of these Revised Interim Guidelines can have the said leave credits
restored through their respective agencies’ Human
Resource/Personnel Office/s/Units.



6.0 Effectivity

. This Resolution sha.ll take effect retroactively on March 16, 2020, the start
31 the Enhanced .Communlty Quarantine in Luzon, and shall remain in force until
e State of Public Health Emergency and the Community Quarantine has been

lifted by the Office of the President.
AYICIA dela ROSA - BALA

Chairperson

02 April 2020



FAQs on Alternative Work Arrangements
Leaves

Will absences related to COVID-19 be charged to our leave/service credits?

if your absence falls under the following Mandatory 14-day quarantine Succeeding absences for COVID-
categories, it shall be treated as follows: | period/COVID-19 treatment 19 treatment

1.aForeign lravel in official capacity. Excused absence with pay - not deducted to  1.a. Excused absence with pay - not ]
_ ‘ accrued Leave / Service credits deducted to accued Leave / Service credits
1.b Foreign travel In personal capacity, with approved 1.b. Chargeable to SL / Service credits,
oo travel authority except for days declared as work suspended’
2" 2.alocaltravel In official capacity and the employee 2.2. Excused absence with pay - not - '
S wascategorized as PUM & PUE deducted to accrued Leave / Service credits
2.b Local traved In personal capacity and the 2.b. Chargaable to SL / Service cradits,
' employee was categorized as PUM & PUI except {or days declared as work suspended®
o B | Foreign travel in personal capacity, w:mout Chargeable ta SL / Service credits, except for days declared as worksuspended - -
: -,“'appmvedtmelaulhority ' e et e A RO T
D ]
*/fSick Leave (5L) crodits are exhausted, use of vacation leave credits Is allowed In lleu of 5L credits. “_QJJ

Refersnce: CSCMC No. 5, 5. 2020 & £5C No_ 8, s. 2020




FAQs on Alternative Work Arrangements
Leaves

y

Will absences related to COVID-19 be charged to our leave/service credits?

If your absence falls under the following Mandatory 14-day quarantine | Succeeding absences for COVID-
category, it shall be treated as follows: period/COVID-19 treatment 19 treatment

4 Localized transmission and/or exposureto COVID-18in ' Excused absence with pay - not deducted  Excused absence with pay - not be
the performance of official functlan; to accrued Leave / Service credits deducted to accrued Leave / Service
a. Authorized frontine personnet physically reporting credits
onsite, including Health Care Workers (HCVY) For HCYW - excused absence shall be
b. Personnel under AWA (WFH, SKW, combination of bath,  allowed for every instance of required
etc) quarantine and/or treatment due to

t. Personne! exposed to COVID-19 positive co-employees  repeated exposure to the disease

5 Localized transmission due Lo non-work/personal Excused absence with pay - notdeducted  Chargeable to SL/ Service credits, except
activities provided that to accrued Leave / Service credits for doys declared as work suspended
a. Underwent quarantine in a Public Health Facility;
and/or
b. Went to hospital and was advised to go on home

guarantine. .
*/f Sick Leare (SL) cred/ts are exhausted, use of vacation leave credits Is aflowed In lieu of SL crodits. Qgp EI?

Refersnce: CSCMCNo. 5, 5. 2020 & CSC No. 8, 5. 2020 BT




