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The DepEd Employee Manual is part of the initiative of the Department of Education to acquaint its employees with the personnel policies, practices and procedures in order to aptly guide them in the course of their service to the Department. With the end goal of contributing towards a well-informed human resource, the Manual serves as a reference tool that may be used by all kinds of personnel in the Department. 
This Manual, however, only provides for a simple explanation as regards the existing and applicable rules and regulations in connection with one’s employment in DepEd, and may thus not cover every matter that may arise in the workplace. It is therefore recommended that specific questions pertaining to the applicability of certain policy or policies be coursed through the Personnel Division or Human Resource division/ unit of the Department.  
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A. [bookmark: _heading=h.3znysh7]About DepEd 
[bookmark: _heading=h.2et92p0]1. Brief Organizational History

Education in the Philippines has undergone several stages of development from the pre-Spanish times to the present. In meeting the needs of the society, education serves as a focus of emphases/priorities of the leadership at certain periods/epochs in our national journey as a race.
Table 1. Evolution of the Official Name of the Department of Education
	Year
	Official Name of Department
	Official Titular Head
	Legal Bases

	1863
	Superior Commission of Primary Instruction
	Chairman
	Educational Decree of 1863

	1901-1916
	Department of Public Instruction
	General Superintendent
	Act. No. 74 of the Philippine Commission, Jan. 21, 1901

	1916-1942
	Department of Public Instruction
	Secretary
	Organic Act Law of 1916 (Jones Law)

	1942-1944
	Department of Education, Health and Public Welfare
	Commissioner
	Renamed by the Japanese Executive Commission, June 11, 1942

	1944
	Department of Education, Health and Public Welfare
	Minister
	Renamed by Japanese Sponsored Philippine Republic

	1944
	Department of Public Instruction
	Secretary
	Renamed by Japanese Sponsored Philippine Republic

	1945-1946
	Department of Public Instruction and Information
	Secretary
	Renamed by the Commonwealth Government

	1946-1947
	Department of Instruction
	Secretary
	Renamed by the Commonwealth Government

	1947-1975
	Department of Education
	Secretary
	E.O. No. 94 October 1947 (Reorganization Act of 1947)

	1975-1978
	Department of Education and Culture
	Secretary
	Proc. No. 1081, September 24, 1972

	1978-1984
	Ministry of Education and Culture
	Minister
	P.D. No. 1397, June 2, 1978

	1984-1986
	Ministry of Education, Culture and Sports
	Minister
	Education Act of 1982

	1987-1994
	Department of Education, Culture and Sports
	Secretary
	E.O. No. 117. January 30, 1987

	1994-2001
	Department of Education, Culture and Sports
	Secretary
	RA 7722 and RA 7796, 1994 Trifocalization of Education Management

	2001 – present
	Department of Education
	Secretary
	RA 9155, August 2001 (Governance of Basic Education Act)



In 1947, by virtue of Executive Order No. 94, the Department of Instruction was changed to the Department of Education. During this period, the regulation and supervision of public and private schools belonged to the Bureau of Public and Private Schools. 
In 1972, it became the Department of Education and Culture by virtue of Proclamation 1081 and the Ministry of Education and Culture in 1978 by virtue of Presidential Decree (P.D.) No. 1397. Thirteen regional offices were created and major organizational changes were implemented in the educational system. 
The Education Act of 1982 created the Ministry of Education, Culture and Sports which later became the Department of Education, Culture and Sports in 1987 by virtue of Executive Order (EO) No. 117. The structure of DECS as embodied in EO No. 117 has practically remained unchanged until 1994 when the Commission on Higher Education (CHED), and 1995 when the Technical Education and Skills Development Authority (TESDA) were established to supervise tertiary degree programs and non-degree technical-vocational programs, respectively. 
The Congressional Commission on Education (EDCOM) report provided the impetus for Congress to pass RA 7722 and RA 7796 in 1994 creating the Commission on Higher Education (CHED) and the Technical Education and Skills Development Authority (TESDA), respectively. 
The trifocal education system refocused DECS’ mandate to basic education which covers elementary, secondary and non-formal education, including culture and sports. TESDA now administers the post-secondary, middle-level manpower training and development while CHED is responsible for higher education. 
In August 2001, Republic Act 9155, otherwise called the Governance of Basic Education Act, was passed transforming the name of the Department of Education, Culture and Sports (DECS) to the Department of Education (DepEd) and redefining the role of field offices (regional offices, division offices, district offices and schools). RA 9155 provides the overall framework for (i) school head empowerment by strengthening their leadership roles and (ii) school-based management within the context of transparency and local accountability. The goal of basic education is to provide the school age population and young adults with skills, knowledge, and values to become caring, self-reliant, productive and patriotic citizens.
[bookmark: _heading=h.tyjcwt]2. Vision, Mission, Core values and Mandates

Vision
We dream of Filipinos 
who passionately love their country 
and whose values and competencies 
enable them to realize their full potential 
and contribute meaningfully to building the nation.

As a learner-centered public institution, 
the Department of Education 
continuously improves itself 
to better serve its stakeholders.

Mission
To protect and promote the right of every Filipino to quality, equitable, culture-based, and complete basic education where:
Students learn in a child-friendly, gender-sensitive, safe, and motivating environment. 
Teachers facilitate learning and constantly nurture every learner. 
Administrators and staff, as stewards of the institution, ensure an enabling and supportive environment for effective learning to happen.  
Family, community, and other stakeholders are actively engaged and share responsibility for developing life-long learners.

Core Values
Maka-Diyos
Maka-tao 
Makakalikasan 
Makabansa

Mandate
The Department of Education (DepEd) formulates, implements, and coordinates policies, plans, programs and projects in the areas of formal and non-formal basic education. It supervises all elementary and secondary education institutions, including alternative learning systems, both public and private; and provides for the establishment and maintenance of a complete, adequate, and integrated system of basic education relevant to the goals of national development.
[bookmark: _heading=h.3dy6vkm]3. Organizational Chart
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[bookmark: _heading=h.1t3h5sf]4. Offices and their Functions

To carry out its mandates and objectives, the Department is organized into two major structural components. The Central Office maintains the overall administration of basic education at the national level. The Field Offices are responsible for the regional and local coordination and administration of the Department’s mandate. 
In 2015, the Department underwent a restructuring of its office functions and staffing. The result of which was the Rationalization Plan for the new organizational structure. Details of the new structure are further explained in DO Series 2015 No. 52, also known as the New Organizational Structures of the Central, Regional, and Schools Division Offices of the Department of Education. 
At present, the Department operates with eight (8) Undersecretaries in the following areas: 
· Curriculum and Instruction 
· Finance Administration 
· Governance and Operations 
· Legal and Legislative Affairs 
· Strategic Management 

Six (6) Assistant Secretaries are assigned in the following areas:
· Curriculum and Instruction 
· Alternative Learning System (ALS) Program
· Finance - 
· Procurement and Administration
· National Academy of Sports and Field Operations
· Legal Affairs 
Supporting the Office of the Secretary (OSEC) at the Central Office are the different strands, services, bureaus, and divisions. There are five (5) strands under OSEC: 
· Curriculum and Instruction 
· Finance and Administration 
· Governance and Operations 
· Legal and Legislative Affairs 
· Strategic Management 
 The following are the DepEd-attached agencies: 
· Early Childhood Care and Development (ECCD) Council 
· National Book Development Board (NBDB) 
· National Council for Children’s Television (NCCT) 
· National Museum 
· Philippine High School for the Arts Three (3) coordinating councils: 
· Adopt-a-School Program (ASP) Coordinating Council 
· Literacy Coordinating Council (LCC) 
· Teacher Education Council (TEC)
At the sub-national level, the Field Offices consist of the following, based on the January 2021 data: 
· Seventeen (17) Regional Offices including the Bangsamoro Autonomous Region in Muslim Mindanao (BARMM), each headed by a Regional Director, the Minister of Basic, Higher and Technical Education in the case of BARMM. 
· Two hundred twenty-three (223) Provincial and City Schools Divisions Offices, each headed by a Schools Division Superintendent. Under the supervision of the Schools Division Offices are 60,957 schools, broken down as follows: 
· 43,765 elementary schools (37,496 public, 6,263 private and 6 state university and colleges (SUCs)/local university and colleges (LUCs)
· 1,787 Junior high schools (1,506 public, 242 private and 39 SUCs/LUCs)
· 1,403 Senior high schools (231 public, 1,099 private and 73 SUCs/LUCs) 
· 7,490 JHS with SHS (6,491 public, 906 private and 93 SUCs/LUCs) 
·  3,065 Integrated Schools (K to 10) (1,159 public, 1,890 private, 7 SUCs/LUCs, and 9 Philippine School Overseas (PSO))
· 3,447 Integrated Schools (K to 12) (538   public, 2,856 private, 29 SUCs/LUCs, and 24 PSO)
a. Central Office
a.1. Office of the Secretary Strand
Office of the Secretary Proper
The Secretary exercises supervision and control over the entire department and performs the following functions:
a. Advise the President on matters related to education;
b. Establish the policies and standards for the operation of the Department pursuant to the approved programs of the government;
c. Promulgate rules and regulations necessary to carry out the objectives, policies, functions, plans, programs and projects of the Department;
d. Promulgate issuances necessary for the efficient administration of the offices under him and proper implementations of laws relative to education;
e. Exercise disciplinary powers over officials and employees in accordance with existing laws
f. Formulate and enforces a management control system to measure and evaluate performance of the Department and submits periodic reports to the President;
g. Prepare and submits to the President through the Department of Budget and Management the budget of the Department; and
h. Appoint all officers and employees of the Department except those whose appointment is vested in the President.

Office of the Undersecretaries
At the discretion of the Secretary, each Undersecretary may be assigned any of the following functions:
a. Advise and assist the Secretary in the formulation and implementation of Department policies, plans and programs;
b. Oversee all the operational activities of the Department for which he will be assigned and held responsible by the Secretary;
c. Coordinate the programs and projects of the Department; and
d. On the basis of an official designation, discharge temporarily the duties of the Secretary in case of the latter’s inability to discharge his duties or in case of vacancy of the said office.
Office of the Assistant Secretaries
At the discretion of the Secretary, each Assistant Secretary may be assigned to any of the following functions:
a. Advise and assist the Secretary and/or Undersecretary in the formulation and implementation of Department policies, plans and programs;
b. Oversee all the operational activities of the Department for which he will be assigned and held responsible for by the Secretary or Undersecretary;
c. Coordinate the programs and projects of the Department; and
d. On the basis of an official designation, discharge temporarily the duties of the Secretary or Undersecretary in case of the latter’s inability to discharge his duties or in case of vacancy of the said office.

Internal Audit Service
Serves as the watchdog of the Department by appraising existing procedures and related matters as to efficiency and adequacy and detecting and preventing frauds or dishonesty.

Component offices:
a. Office of the Director
b. Management Audit Division
c. Operations Audit Division

Literacy Coordinating Council Secretariat
Provides technical assistance on the day-to-day concerns of the Literacy Coordinating Council as a coordinating, policy-making, and advisory body.
Teacher Education Council Secretariat
Retained in the rationalized structure as prescribed by Section 8 of RA 7784, the Teacher Education Council (TEC) Secretariat shall primarily provide technical and administrative assistance to the Council in preparing policy recommendations, executing its policies and programs, and coordinating with various teacher education advisory bodies.

a.2. Strategic Management Strand
Planning Service
Responsible for providing the Department with economical, efficient and effective services relating to strategic and operational planning, program development, policy (re)formulation and research coordination, and sector monitoring and evaluation. The Planning Service is also tasked to develop the national framework on planning, research and policy development for the Department.

Component offices are:
a. Office of the Director
b. Policy Research and Development Division
c. Planning and Programming Division
d. Education Management Information System (EMIS) Division

Public Affairs Service
The main function of the Public Affairs Service is to develop standards, policies, and guidelines on communications and public relations for the Department, as well as its advocacy and public affairs strategies. It also functions as the clearinghouse of all materials for public release in print and non-print media while ensuring the Department’s accessibility to its stakeholders and the general public.

Component offices:
a. Office of the Director
b. Communications Division
c. Publications Division

Information and Communications Technology Service
Support education specialists in developing ICT-enabled solutions that enhance teaching and learning while delivering quality technical support to clients and empower them in the use of ICT. ICTS also enables process efficiencies and service delivery effectiveness in education governance through the use of ICT.

Component offices:
a. Office of the Director
b. Solutions Development Division
c. Technology Infrastructure Division
d. User Support Division

External Partnership Service
As the focal for the development of the national education policy framework on establishing relations with external partners of the Department, the External Partnership Service provides technical assistance to the Central Office units and field offices in engaging and maintaining partnerships with local and international stakeholders. The External Partnership Service enhances Philippine participation and cooperation in bilateral and multilateral cooperation programs in education by serving as focal point for DepEd in the planning and coordinating of international and regional programs and activities of SEAMEO, APEC, ASEAN, Australian Aid, USAID, WORLD Bank, ADB, UNESCO and other international organizations.

Disaster Risk Reduction and Management Service
Mainly responsible for the formulation of the framework for DRRM operations in the Department, the DRRMS acts as focal point for the DepEd in planning, implementing, coordinating and monitoring of activities related to DRRM, Education in Emergencies (EiE) and Climate Change Adaptation (CCA). It initiates and coordinates cooperation and collaborative activities with national government agencies, non-government organizations and civil society groups, inter-agency and cluster groupings (i.e. NDRRMC Technical Working Group, Education Cluster, Protection Group, etc).

a.3. Curriculum and Instruction Strand
Bureau of Curriculum Development
BCD is the focal office tasked to develop national curriculum standards for basic education. It designs and develops special curriculum programs appropriate for all types of learners; and formulates policies and guidelines relevant to the management, contextualization and localization of the curriculum.

Component offices:
a. Office of the Director
b. Curriculum Standards Development Division
c. Special Curricular Programs Division

Bureau of Learning Delivery
This bureau develops and manages the national education policy framework on learning management and delivery for all types of learners including those with special needs. It designs learning management and delivery models for different learning groups/ types of learners in accordance with the learning system where the learners are engaged, sets the policies and guidelines for co-curricular activities that are supportive of the curricular programs, and develops and manages the training and development program for the teaching personnel in coordination with the National Educators Academy of the Philippines (NEAP).
Bureau of Education Assessment
This bureau develops and manages the national education policy for educational assessment and quality assurance (QA), establishes policies, standards and guidelines relevant to assessment and quality assurance of curriculum and learning delivery processes, links with international/national agencies for networking and benchmarking relevant to educational assessment and education research, advocates and promotes the use of assessment, QA and education research results for policy recommendations, review and enhancement of the curriculum and other related processes, and defines the focus, direction and framework of education research for the Curriculum and Instruction Strand.

Bureau of Learning Resources
This bureau develops and manages the national education policy framework on learning resources development and management for the Department, formulates policies, standards, and guidelines for the design, development, evaluation, production, and utilization of learning resources across all levels of the organization, formulates policies, standards, and guidelines on the acquisition, allocation, procurement, and equitable distribution of learning resources across all levels of the organization, conducts research and monitors and evaluates learning resource needs and use for continuous improvement, provides learning resources aligned to the curriculum and supportive of the various curriculum programs and modes of delivery, including those for learners with special needs, establishes and maintains systems that promote and support access to quality learning resources online and offline, ensures the sustainable and efficient operation of the Center for Learning Resources, and provides access to quality assured learning resources.

a.4. Legal and Legislative Affairs Strand
Legal Service
The Legal Service is mainly responsible for the development and management of the strategic framework on the provision of legal services to guide the operations of the Legal Offices for DepEd. It provides legal advice to the Department; interpret laws and rules affecting the operations; prepares contracts and instruments to which DepEd is a party; and interprets provisions of contracts covering work performed for the Department by private entities. The Legal Service also assists in the promulgation of rules governing DepEd’s activities; prepares comments on proposed legislation concerning the DepEd; answers legal queries from the public; and assists the Solicitor General in suits involving DepEd, its officers or employees, or acts as their principal counsel in all actions taken in their official capacity before judicial or administrative bodies; and performs such other functions as may be provided by law.
Component offices:
a. Office of the Director
b. Legal Division
c. Investigation Division

Legislative Liaison Office
The Legislative Liaison Office is tasked to develop and recommend to the Office of the Secretary the legislative agenda of DepEd. It is responsible for the drafting of legislations for basic education; preparation of comments and position papers on proposed legislation for submission to the Congress; and liaise with the committees on basic education the upper and lower houses, and other concerned offices on matters related to basic education. It is the office that coordinates with the Presidential Legislative Liaison Office in advocating for the Legislative Agenda of the Executive Branch.
Sites Titling Office
Sites Titling Office develops appropriate strategies to facilitate the titling process of education sites. It is tasked to coordinate with the appropriate offices within DepEd on the suitability and mapping of the education sites; and with the LRA, DENR, DAR, LMB and other appropriate agencies for the issuance of Presidential proclamations and special patents for untitled sites. It provides legal assistance to the regions regarding the transfer of ownership of education sites in the name of the DepEd.
a.5. Finance and Administration Strand
Finance Service
The Finance Service is designed to formulate a national policy framework of DepEd for the operationalization of the Finance services and provide management with technical staff assistance on fiscal matters particularly on management of financial resources, determination of budgetary requirement, and accounting of DepEd’s funds.
Component offices:
a. Office of the Director
b. Accounting Division
c. Budget Division
d. Employee Accounts Management Division

Administrative Service
The Administrative Service is the office responsible for the formulation of the policy framework for the operationalization of administrative services. It develops and implements administrative policies and guidelines on material resource management and; provides DepEd with economical, efficient and effective services relating to personnel, information, records, delivery and receipt of correspondence, buildings, school furniture, supplies, equipment, collections, disbursements, security and custodial work.
Component offices:
a. Office of the Director
b. Asset Management Division
c. Cash Division
d. Education Facilities Division
e. General Services Division
f. Records Division
g. Baguio Teachers Camp

Procurement Management Service
The Procurement Management Service directs all activities of DepEd that pertains to procurement planning, purchasing, contract management, and monitoring.
Component offices:
a. Office of the Director
b. Procurement Planning and Management Division
c. Contract Management Division
d. Bids and Awards Committee Secretariat Division

a.6. Governance and Operations Strand
Bureau of Learner Support Services
The Bureau of Learner Support Services of DepEd is tasked to formulate the DepEd national framework for all learner support services and issue policies and standards to guide the programs for the holistic development of learners that complement the curricular offerings. The focus of these developmental programs shall be on the improvement of learner readiness in terms of physical health and proper nourishment; character formation and preparation of the youth towards leadership roles and civic service; and development of mental discipline, psychomotor skills and social values through after-school sports programs.
Component offices:
a. Office of the Director
b. School Health Division
c. School Sports Division
d. Youth Formation Division

Bureau of Human Resource and Organizational Development
This bureau develops and implements an Organization Development (OD) Framework for the Department that is responsive to aspirations of the organization to support the delivery of basic education, in collaboration with the Project Development Division (PDD) of the Project Management Service (PMS), designs Education Development Programs and Projects (EDPPs) in the context of the organization development framework and plan of the Department, integrates and orchestrates the development of all national policy and operational frameworks of the different offices in the Department, integrates and orchestrates the implementation of the Department’s organization development and management agenda and programs, manages, coordinates and implements specific EDPPs to ensure relevance, quality, completion and sustainability of results, develops and strengthens the in-house capability on the operation and management of organization development and change initiatives, and generates knowledge and information derived from the implementation and evaluation of EDPPs for future development and design initiatives.

Component offices:
a. Office of the Director
b. Employee Welfare Division
c. Human Resource Development Division
d. Organization Effectiveness Division
e. School Effectiveness Division
f. Personnel Division

National Educators Academy of the Philippines
NEAP formulates a national strategic framework for the professional development of all DepEd personnel, including all education managers and educators, provides and manages needs-based and demand-driven professional development programs for the continuing education of the human resources of the Department (e.g. scholarship programs), which includes providing technical assistance to the NEAP in the regions for the same purpose. It also develops learning maps, training program designs and resource packages for various human resource groups, quality assures the NEAP in the regions including the accreditation/recognition of training programs, trainers, and training service providers, manages the Training and Development Information System (TDIS), a component of the HRMIS, in support to the provision of quality programs, links with the CHED and teacher education institutions for the development and recognition of NEAP training programs for credit units at the graduate level or for specialization/certificate/degree programs, and manages partners’ support to professional development.

Component offices:
a. Office of the Director
b. Professional Development Division
c. Quality Assurance Division

Project Management Service
The Program Management Service shall manage, coordinate, and conduct the monitoring and evaluation of capital intensive and largescale projects that involve two or more units or agencies. Specific functions include the development of the strategic framework, guidelines and standards on program/ project development, management, monitoring and evaluation; development of measures, systems and structures to ensure the continuous and sustained implementation of programs and projects which have been/ can be integrated in the regular structure; provision of support and mobilize resources to the different units to ensure efficient planning, application and optimum use of resources to program and project operations and implementation; and development of processes and mechanisms to assess the effectiveness of the programs/ projects/ initiatives for the purpose of policy formulation, long- and medium-term planning and (re)designing of programs and projects.
Component offices:
a. Office of the Director
b. Project Development Division
c. Project Management Division

b. Field Offices
The Office of the Regional Director provides leadership and management of the Department’s mandate at the regional level while the Office of the Schools Division Superintendent provides local management and administration of the Department’s mandate at the schools division level.
b.1. Regional Offices
Office of the Regional Director

This office ensures access to, promote equity in, and continuously improve the quality of basic education in the region and schools divisions under the care of the Regional Director by leading in the policy and direction setting, standard formulation and enforcement consistent with the national educational policies, plans and standards, partnership building and networking with stakeholders of education, as well as by effectively and efficiently managing the financial, human, and physical resources of the region.

Legal Unit
This unit provides legal advice and render legal opinions to the Regional Director and officials of the region, interpret laws and rules affecting the operation of the Department; prepare contracts and instruments to which the Department is a party; and interpret provisions of contracts covering work performed for the Department by private entities, and handles legal and investigation matters concerning the regional office and its employees, and those delegated by the Central Office.

Information and Communication Technology (ICT) Unit
This unit manages the ICT System and infrastructure to effectively support operation, ICT-related plans and programs of the divisions/ units within the region.

Public Affairs Unit
This unit manages the communication system, processes and mechanisms to strengthen relationships with external partners, media organizations and inform the public of the status and accomplishments of the region, provides direct communication support to the Regional Director and other official spokespersons (speeches, messages, media coverage, talking points, and other similar public and media relations requirements), and manages information flow and communications in support of crisis management.

	Curriculum and Learning Management Division
This division is mandated to full implementation of the articulated basic education curriculum (pre-school, elementary, secondary & ALS), its localization/ indigenization and increase access to quality and varied learning resources towards improvement in the quality of learning outcomes.
Component offices:
a. Office of the Division Chief
b. Learning Resource Management and Development Section

Education Support Services Division
This division supports the delivery of basic education through programs, projects and the provision of needed resources to the Schools Divisions in order to create an environment conducive to learning and ensure learner readiness to learn through:
Component offices:
a. School Health and Nutrition
b. Education Facilities
c. Programs and Services (e.g. DRRM, School Sports, Guidance and Counselling, etc.)

Field Technical Assistance (FTA) Division
This division coordinates and integrates the provision of technical assistance (TA) to schools divisions with the purpose of facilitating the delivery of quality basic education and create an enabling environment for schools and learning centers.

Quality Assurance Division
This division ensures compliance with standards of quality basic education by assessing, monitoring and evaluating the region and schools division performances to inform decision making and guide policy directions in the region towards continuous improvement in the delivery of basic education.

Policy, Planning and Research Division
This division facilitates the formulation and implementation of education plans, policies, standards and guidelines in all areas of basic education in the region through the conduct of research studies and the development and maintenance of the Regional Education Planning and Data Management Systems in order to inform and guide management’s strategic and operational decisions in the delivery of quality basic education.

Human Resource Development (HRD) Division
This division ensures competent personnel and staff in the regional schools division offices through the implementation and management of an efficient and effective training and development system towards improved professional competencies and organizational performance in the delivery of basic education.
Component office: National Educators Academy of the Philippines at the Region (NEAP-R)
Administrative Services Division
This division provides the regional office with efficient, economical, and effective services relating to personnel, records, receipt of correspondence, supplies, equipment, collection, disbursement, security and custody of property and reportorial work to oversight agencies.

Finance Division
This division provides advice to the Regional Director on the financial resource of the region and provide services in budgeting, accounting, reporting and coordinating with government oversight agencies.

b.2. Schools Division Offices
[bookmark: _heading=h.4d34og8]Office of the School Division Superintendent (SDS) Proper
This office ensures access to, promote equity in, and continuously improve the quality of basic education in the schools divisions under his/her care by leading in the development and implementation of the division’s education development plans (DEDP), programs, and standards (consistent with the national educational policies, plans and standards), building partnerships and networking with stakeholders of education, as well as by effectively and efficiently managing the financial, human, and physical resources of the schools division.

Legal Service*
The Legal Service provides legal advice and render legal opinions to the SDS, ASDS, officials of the schools division in relation to the performance of their functions, interprets laws and rules affecting the operation of various programs of the schools division, and handles legal and investigation matters concerning the schools division office and its employees, including those delegated by the Regional Office.

Information and Communications Technology (ICT) Service[footnoteRef:1]* [1: Services need to be provided by the SDO. However, Positions are applicable only to Very Large-, Large- and Medium-sized Schools Divisions
 ] 

This service manages and maintains the Information and Communication Technology (ICT) Systems and Infrastructure of the schools division to effectively support operations, as well as implements ICT programs and projects in the schools division to ensure data validity and effective utilization of the systems.

Administrative Service
This is mandated to provide the management with economical, efficient and effective administrative services on personnel, properties, cash, facilities and materials to support operations of the schools division.

Component offices:
a. Cash
b. Personnel
c. Records
d. Asset Management
e. General Services

Finance Service
This provides the SDO management with economical, efficient, and effective accounting and budgeting services to ensure the cost-effective utilization of financial resources of the schools division.

Curriculum Implementation Division
This division ensures full implementation of the articulated basic education curriculum (pre-school, elementary, secondary & ALS), through localization/ indigenization and innovations in teaching the various subject-areas towards improvement in the quality of learning outcomes,  improves provision and availability of quality learning and teaching resource materials for students and instructional support materials for teachers in the division, and provides technical assistance to schools in the areas of curriculum implementation, instructional supervision, resource generation and social mobilization, and SIP implementation.

Component offices:
a. Office of the Division Chief
b. Instructional Management
c. Learning Resource Management
d. District Instructional Supervision

School Governance and Operations Division
Component offices:
a. Office of the Division Chief
b. School Management Monitoring and Evaluation
Primarily accountable for the implementation of standards and policies relevant to managing schools and to ensure that the following are provided to / implemented in schools for the purpose of effectiveness. Their core functions are on quality management system implementation, assessment, and technical Assistance
c. Social Mobilization and Networking
This office ensures provision of resources needed by the schools division office, schools and learning centres, and compliance to standards towards good governance and effective operations.[footnoteRef:2]* [2:  In small-sized schools divisions, these functions will be merged with School Management M&E] 

d. School Health and Nutrition
Below are some of its functions:

1. To serve the Division and School Populace through the implementation of health programs, provision of basic health and nutrition services and establishment of a healthful school environment.
2. Build and sustain partnerships for resource generation and social mobilization towards the development of physically and mentally healthy school children who are ready to learn.
3. Develop healthy lifestyle habits and practices among teachers and non-teaching personnel for them to become more efficient and effective workers.

e. Education Facilities
This office provides services in ensuring the structural and physical safety of the buildings, grounds and facilities for the Division Office, schools and learning centers to maintain a conducive physical environment.

f. Human Resource Development
This implements efficient and effective Human Resource Development Systems to ensure availability of competent education leaders, teaching and non-teaching personnel for the schools, learning centers and schools division office at all times.

g. Planning and Research
Some of its core functions include facilitating the formulation and implementation of education plans, standards, policies and guidelines in all areas of basic education in the division and developing and maintaining the Division Education Planning and Data Management Systems and conduct research studies to provide critical inputs as bases for management’s strategic and operational decision.
Office of the School District Supervisor
The schools district supervisor shall be responsible for:

1. Providing professional and instructional advice and support to the school heads and teachers/facilitators of schools and learning centers in the district or cluster thereof;
2. Curricula supervision; and
3. Performing such other functions as may be assigned by proper authorities.

[bookmark: _heading=h.2s8eyo1]B. The Employment
[bookmark: _heading=h.17dp8vu]1. Nature of Employment
[bookmark: _heading=h.3rdcrjn]a. Employment Status
[bookmark: _heading=h.26in1rg]a.1. Non-Teaching Personnel

	Employment status in the Department shall be determined by the appointment issued, which can any of the following:
1. Permanent- an appointment issued to a person who meets all the qualification requirements of the position to which he/she is being appointed to, including the appropriate eligibility in accordance with the provisions of law, rules, and standards promulgated in pursuance thereof.
2. Temporary- Issued in the absence of an applicant who meets all the qualification requirements of the position as certified by the appointing officer/ authority.
3. Substitute- An appointment issued when the regular incumbent of a position is temporarily unable to perform the duties of the position, as when the incumbent is on an approved leave of absence, under suspension, on a scholarship grant or is on secondment.
4. Coterminous- an appointment issued to a person whose tenure is limited to a period specified by law or whose continuity in the service is based on trust and confidence of the appointing officer/ authority or of the head of organizational unit where assigned.
5. Fixed term- an appointment issued to a person with a specified term of office, subject to reappointment as provided by law.
6. Contractual- an appointment issued to a person whose employment in the government is in accordance with a special contract to undertake local or foreign-assisted projects or specific work or job requiring special or technical skills not available in the employing agency, to be accomplished within a specific period. 
7. Casual- an appointment issued only for essential and necessary services where there are not enough regular staff to meet the demands of the service and for emergency cases and intermittent period not to exceed one year. 
[bookmark: _heading=h.lnxbz9]a.2.Teaching Personnel

DepEd appointments can be of any of the following category:

1. Original – is the first appointment issued upon entry into the service, career, or non-career.
2. Promotion - is a career development of an employee from one position to another with an increase in duties and responsibilities with corresponding salary increase.
3. Transfer – the movement of an employee from a position to another, which can be organizational unit to another in the same department or agency or from one department or agency to another with an equivalent rank, level, or salary without gap in the service.
4. Reemployment – is the issuance of appointment to an individual who was originally at a position in the government service but was separated therefrom due to reduction in force, reorganization, retirement, voluntary resignation, or any non-disciplinary action.
5. Reappointment – is an appointment issued as a result of reorganization, devolution, salary standardization, re-nationalization, re-categorization, rationalization or other similar circumstances.
6. Reinstatement (to comparable position) — the restoration of a person, as a result of a decision, to a career position from which he/she has, through no delinquency or misconduct, been separated but subject position is already abolished, requiring the issuance of an appointment to a comparable position to the separated employee.
7. Demotion — the movement of an employee from a higher position to a lower position where he/she qualifies, if a lower position is available.
8. Reclassification — a form of staffing modification and/or position classification action which is applied only when there is a substantial change in the regular duties and responsibilities of the position.
[bookmark: _heading=h.35nkun2]b. Equal Employment Opportunity

The DepEd is an equal opportunity employer. It extends equal opportunity to all individuals without regard to race, religion, color, sex (including pregnancy, sexual orientation and gender identity), national origin, disability, age, genetic information, or any other status protected under the law. Its policy reflects and affirms the Department’s commitment to the principles of fair employment and the elimination of all discriminatory practices.
[bookmark: _heading=h.1ksv4uv]2. Learning and Development

Learning and Development programs are established to provide professional development activities such as but not limited to trainings, seminars, workshops and conferences, in a systematic process of assessment, planning, designing, resource development and actual delivery of the programs for the purpose of enhancing individual knowledge, skills and attitudes to help employees perform efficient and effective functions.
[bookmark: _heading=h.44sinio]3. Rewards and Recognition (PRAISE)

Pursuant to the DepEd Order on the Enhanced DepEd Program Awards and Incentives for Service Excellence (PRAISE-DepEd) and consistent with the Civil Service Commission (CSC) Memorandum Circular No. 01, s. 2001, rewards and recognitions system is designed in the Department of Education to encourage creativity, innovativeness, efficiency, integrity and productivity in the public service by recognizing and rewarding officials and employees, individually or in groups for their suggestions, inventions, superior accomplishments and other personal efforts which contribute to the efficiency, economy, or other improvement in government operations, or for other extraordinary acts or services in the public service.
The PRAISE-DepEd in the central office is reconstituted through the establishment of the committee composed of the following members:
a. Secretary or his/her authorized representative (Undersecretary)
b. Head of the Finance Service
c. Head of the Planning Service
d. Highest ranking employee of Personnel Management
e. Two (2) representatives from accredited employees’ union who shall serve for a period of two years
[bookmark: _heading=h.2jxsxqh]C. Conduct and Ethical Standards
[bookmark: _heading=h.z337ya]1. Code of Conduct of Public Officials and Employees

The Department of Education adheres to the Republic Act No. 6713, or the Code of Conduct and Ethical Standards for Public Officials and Employees in promoting ethical standards and behavior in providing public service.
[bookmark: _heading=h.3j2qqm3]2. General Policies and Procedures
[bookmark: _heading=h.1y810tw]a. Work hours
All DepEd officials and employees shall render not less than eight (8) hours of work a day for a five-day workweek or a total of forty (40) hours a week, exclusive of time for lunch. 
DepEd core working hours is from 8:00 am to 5:00 pm. Employees’ providing frontline services are required to attend and serve all clients who arrive at their premises within official working hours, even during lunch break. 
Those who fail to observe the eight-hour workday through consistent tardiness, undertime, and loafing from duty during office hours may be administratively charged and penalized with suspension or dismissal from service pursuant to civil service law, rules, and regulations. 
Suspension of work due to severe weather conditions, natural calamities shall depend on the pronouncement of the President, Local Government Officials or the Head of Office or his/her designated alternate.

Teaching Personnel
 
As indicated in DepEd Memorandum No. 291 s. 2008, public school teachers are not exempt from the eight-hour work day. Although they are not required to render more than six (6) hours of actual classroom teaching a day, the remaining two (2) hours may be spent within or outside the school premises subject to the guidelines set by the Secretary to perform other teaching-related activities. 
 
They shall be deemed to have completed the required working hours in their daily time cards once the 6 hours of actual classroom teaching is completed. 
 
In the exigencies of the service, teaching personnel may be required to render more than six (6) hours of actual classroom teaching but shall not exceed eight (8) hours subject to overtime pay. Overtime pay can only be claimed for actual teaching in excess of six (6) hours and for work rendered within the school premises in excess of eight (8) hours.
[bookmark: _heading=h.4i7ojhp]b. Flexi-time
​​Pursuant to DepEd Order No. 23, s. 2018, DepEd has adopted the flexible working hours for non-teaching personnel in the Central, Regional and Schools Division Offices. 
Flexible working hours shall start from 7:00 a.m. to 9:30 a.m. and ends from 4:00 p.m. to 6:30 p.m.
 
DepEd employees may report to work anytime between 7:00 a.m. and 9:30 a.m. An employee who reports to work after 9:30 a.m. shall be considered tardy. Upon completion of the eight (8) workings hours, the employee may log out from 4:00 p.m. to 6:30 p.m. Failure to complete the required working hours shall be considered as undertime.
[bookmark: _heading=h.2xcytpi]c. Attendance

All first and second-level employees are required to record their daily attendance, either by a biometrics machine, bundy clock, or other time and attendance monitoring mechanisms implemented in his/her office assignment provided their respective names, signatures and actual time logs are indicated. This is done upon arrival in the morning and before leaving the office after work.
 
Presidential Appointees are exempted from using the biometric machine, but their attendance and leaves of absences must be filed to the Personnel Division/Section/Unit.
 
Daily Time Record (DTR)
 
All DepEd officials and employees except officials with the rank of Assistant Secretary and above, are required to submit duly accomplished Daily Time Record (Civil Service Form No. 48) to the Personnel Division/Section/Unit after the end of every month.
 
The employees’ attendance is monitored through submission of the Daily Time Record which must be verified and signed by his/her immediate superior. The signatures of the employee and supervisor signify their assent and/or attestation as to the correctness of time entries.
 
The salary of an employee who fail to submit the prescribed Daily Time Record shall be withheld and shall not be released until proper compliance. 
[bookmark: _heading=h.1ci93xb]d. Flag raising ceremony
All officials and employees must observe the flag-raising ceremony every Monday morning or the next working day if Monday is declared a non-working day and flag-lowering ceremony every Friday afternoon or on the last working day of each week.
 
Non-attendance to the flag rites shall be considered a light offense.
[bookmark: _heading=h.3whwml4]e. Tardiness and Absenteeism
Tardiness is the failure to report on time. An employee who incurs tardiness, regardless of the number of minutes, ten (10) times a month for at least two (2) months in a semester or at least 2 consecutive months in a year shall be considered as habitual tardy.
 
An employee who is absent in the morning is considered to be tardy and is subject to the provisions on Habitual Tardiness.
 
An employee incurring unauthorized absences for more than the allowable 2.5 days of monthly leave credit for at least three (3) months in a semester or at least 3 consecutive months in a year shall considered as habitual absentee.
 
There shall be corresponding sanctions for habitual absenteeism and habitual tardiness causing prejudice to the operations of the office.
[bookmark: _heading=h.2bn6wsx]f. Undertime
Undertime is the failure to observe the prescribed eight-hour work in a day. An employee who incurs unauthorized undertime, regardless of the number of minutes, ten (10) times a month for at least two (2) months in a semester or at least 2 consecutive months in a year shall make an employee liable for Simple Misconduct and/or Conduct Prejudicial to the Best Interest of the Service, as the case may be.
 
An employee who is absent in the afternoon is considered to have incurred undertime, subject to the provisions on Undertime.
[bookmark: _heading=h.qsh70q]g. Half-day Absence
Half-day absence is incurred when an employee does report for work either for the whole morning or the whole afternoon.
An employee who is absent in the morning is considered to be tardy and is subject to the provisions on Habitual Tardiness, while an employee who is absent in the afternoon is considered to have incurred undertime, subject to the provisions on Undertime.
[bookmark: _heading=h.3as4poj]h. Dress Code
There shall be four (4) sets of national uniform designs for teaching and two national uniform designs for non-teaching personnel which consist of the following:
 
a. For female: blouse and pants and/or skirt and;
b. For male: polo jack/polo barong and pants.
 
[bookmark: _heading=h.1pxezwc]Uniforms shall be worn every Monday to Thursday. Fridays shall be wash days, where appropriate office attire shall still be observed.
 
The wearing of prescribed uniforms shall be followed by all employees under permanent status except for the following:
a.    Third level officials;
b.   Medical and Dental staff;
c.    Janitors, utility, and maintenance personnel;
d.   Legal officers i.e. lawyers;
e.    Employees with physical disabilities and other legitimate health reasons;
f.    Pregnant employees; and
g.     Employees who are in mourning may wear the appropriate mourning clothes
[bookmark: _heading=h.49x2ik5]i. Use, Care, and Maintenance of Office Supplies, Equipment and Facilities
Availability of office supplies, materials and equipment is at all times crucial when performing government duties. Head of functional offices shall ensure that all personnel are provided with appropriate tools and equipment to perform their respective functions whether on-site of off-site.
 
An employee in actual physical possession of government property or entrusted with its custody and control shall be responsible for the proper use and care of the property and he shall exercise due diligence in the utilization and safe-keeping thereof.
[bookmark: _heading=h.2p2csry]j. Local and Foreign Travels
[bookmark: _heading=h.147n2zr]j.1. Official Local and Foreign Travels

Official Foreign Travel
No official foreign travel of government officials and personnel shall be allowed unless it satisfies all of the following minimum criteria:
1. The purpose of the trip is strictly within the mandate of the requesting government official or personnel;
2. The projected expenses for the trip are not excessive; and
3. The trip is expected to bring substantial benefit to the country. 
 
All travel authorities must be signed by the Secretary and released by the Central Office at least ten (10) days before the departure date. To ensure this, the requesting officials/personnel must refer to DO No. 43, s. 2014 as regards the minimum number of days required for processing at each level, as well as the corresponding documentary requirements that must be attached to the request for travel authority.

Official Local Travel        

Pursuant to DepEd Order No. 022, s. 2019 entitled Guidelines on Official Local Travels in the Department of Education, local travels shall only be considered official if the following criteria are met:
   1. It is essential to the effective performance of an official or employee’s mandates or functions;
2. It is required to meet the needs of the Department or there is substantial benefit to be derived 
by the Department;
3. The presence of the official or employee is critical to the outcome of the meeting, conference, 
seminar or consultation or any official activity to be attended; and 
4. The projected expenses are not excessive or involve minimum expenditure.
The official or employee shall accomplish and submit an Authority to Travel form not later than three (3) working days prior to the event together with the required supporting documents to the office of the signing/approving authority/ies consideration and signature of the approving authority.
For activities/events/ errands that would require leaving from or going out of the permanent station or workplace during office hours within the day, a Locator Slip duly approved by the Head of Office or his/her authorized representative, and countersigned by the authorized personnel of the office visited, shall be used. A Certificate of Appearance from the office visited may be secured in cash such portion was left unsigned by the person visited.
The accomplished and signed Locator Slip shall serve as the authority to travel and may be used for reimbursement of actual transportation expenses only. In no case shall this be used for personal business. 
Claims for actual travel expenses shall strictly comply with the procedures provided for under DO. No. 022, s. 2019. 
[bookmark: _heading=h.3o7alnk]j.2. Personal Travels

No government official or personnel shall be allowed to depart for any travel abroad, even if such travel is for personal or private purpose without cost to the government, unless such official or personnel has obtained the appropriate travel authority, has duly accomplished the requisite leave forms, and his/her absence shall not hamper the operational efficiency of the Department. 
[bookmark: _heading=h.23ckvvd]3. Anti-Red Tape Authority (ARTA) Rules 
Efficient delivery of services to the public and effective practices are expected in all government offices, whether in the Philippines or abroad. In order to achieve this, Republic Act No. 9485 or the Anti-Red Tape Act of 2007 established measures to improve and simplify government procedures and prevent graft and corruption through reduction of bureaucratic red tape and providing penalties for non-adherence.
The prescribed processing time is as follows:
1. Three (3) working days for Simple Transactions (applications or requests which present only inconsequential issues for resolution);
2. Seven (7) working days for Complex Transactions (applications or requests which necessitate evaluation in the resolution of complicated issues);
3. Twenty (20) working days for Highly Technical Applications (requires the use of technical knowledge, specialized skills and/or training in the processing and/or evaluation).
Further, all government agencies shall have their Citizen’s Charter detailing the following:
1. Checklist of requirements for each type of application or request;
2. Person/s responsible for each step;
3. Amount of fees (if any);
4. Procedure to obtain a particular service;
5. Maximum time to complete the process;
6. Procedure for filing complaints;
No contact in any manner with any requesting party concerning an application or request except during submission of documents.
[bookmark: _heading=h.ihv636]4. Data Privacy and Confidentiality
In accordance with the Department’s mandate to protect and promote the right to and access to quality basic education, DepEd collects various data and information, including personal information, from various subjects using different systems.
In the processing of these data and information, DepEd is committed to ensure the free flow of information as required under the Freedom of Information Act (Executive Order No. 2, s. 2016) and to protect and respect the confidentiality and privacy of these data and information as required under the Data Privacy Act of 2012 (Republic Act No. 10173).
Request for data and information, unless access is denied when such data and information fall under any of the exceptions enshrined in the Constitution, existing law or jurisprudence, shall be guided by the DepEd Freedom of Information Manual (Department Order No. 72, s. 2016).
Only authorized DepEd personnel shall have access to personal information collected, the exchange of which will be facilitated through email and web applications. These will be stored in a database in accordance with government policies, rules, regulations, and guidelines.
DepEd personnel shall have the right to ask for a copy of any personal information that the Department holds about them, as well as the right to ask for its correction, if found erroneous, or deletion on reasonable grounds. 
[bookmark: _heading=h.32hioqz]5. Conflict of Interest
Conflict of interest arises when a public official or employee is a member of a board, an officer, or a substantial stockholder of a private corporation or owner or has a substantial interest in a business, and the interest of such corporation or business, or his rights or duties therein, may be opposed to or affected by the faithful performance of official duty.
A public official or employee shall avoid conflicts of interest at all times. When a conflict of interest arises, he shall resign from his position in any private business enterprise within thirty (30) days from his assumption of office and/or divest himself of his shareholdings or interest within sixty (60) days from such assumption. 
The same rule shall apply where the public official or employee is a partner in a partnership. 
The requirement of divestment shall not apply to those who serve the Government in an honorary capacity nor to laborers and casual or temporary workers.
[bookmark: _heading=h.1hmsyys]6. Right to Self-Organization
All government employees, except the uniformed personnel and those whose functions are generally managerial, in the policy-making, or of highly confidential in nature, can form, join, or assist employee’s organizations and associations of their own choosing for the furtherance and protection of their interests, well-being, and employment. The right to self-organization of employees also refers to the right to engage in peaceful concerted activities or to participate in policy and decision-making processes affecting their rights and benefits.
Employees shall not be discriminated against in respect of their employment by reason of their membership in employees’ organization or participation in the normal activities of their organizations. Their membership or non-membership to employees’ organizations shall not be a condition to their employment or career advancement.
For public school teachers, they are also granted the freedom to organize, as provided under Section 27 of RA 4670 or the Magna Carta for Public School Teachers, which states that public school teachers shall have the right to freely and without previous authorization both to establish and to join organizations of their choosing, whether local or national to further and defend their interests
For more information on accredited employees’ associations and cooperatives in DepEd, kindly coordinate with the DepEd Employees’ Association Coordinating Office (DEACO).
[bookmark: _heading=h.41mghml]7. Prohibited Acts and Transactions
[bookmark: _heading=h.2grqrue]a.             Administrative Offenses

Offenses such as, but not limited to, the following constitute penalties depending on their gravity or depravity and effects on the government service:

a. Dishonesty;
b. Neglect of Duty;
c. Misconduct;
d. Discourtesy in the course of official duties;
e. Conviction of a crime involving moral turpitude;
f. Falsification of document;
g. Physical or mental disorder or disability due to immoral or vicious habits;
h. Receiving fees or gifts in the course of official duties
i. Contracting loans of money or property with whom the employee’s office has business relations;
j. Nepotism;
k. Disloyalty to the Republic of the Philippines and to the Filipino people;
l. Oppression;
m. Inefficiency and incompetence in the performance of official duties;
n. Frequent unauthorized absences (Habitual Absenteeism);
o. Habitual tardiness causing prejudice to the operations of the office;
p. Loafing from duty;
q. Refusal to perform official duty;
r. Insubordination;
s. Habitual drunkenness;
t. Engaging directly or indirectly in partisan political activities by holding a non-political office;
u. Improper or unauthorized solicitation of contributions from subordinate employees or school children;
v. Gambling;
w. Refusal to render overtime services;
x. Borrowing money by superior officers from subordinates;
y. Lobbying for personal interest or gain in legislative halls and offices without authority;
z. Sexual harassment.
[bookmark: _heading=h.vx1227]b.          No Smoking Policy

As prescribed by the DO 48, s. 2016 or the Policy Guidelines on Comprehensive Tobacco Control, there shall be an absolute smoking ban in the premises of schools, including canteens, outdoor spaces, restrooms, and parked vehicles within school premises, and in all DepEd offices and premises.
 
The use of e-cigarettes and other electronic nicotine and non-nicotine delivery system are likewise prohibited in accordance with DM 111, s. 2019.
[bookmark: _heading=h.3fwokq0]8. Grievance Machinery
CSC MC 02, s. 2001 provides that all government agencies shall establish their grievance machinery – a system for determining the best way to remedy a specific cause of grievance or work-related discontentment or dissatisfaction. In line with this, the Department of Education issued DO 35, s. 2004 or the Revision of the Grievance Machinery of the Department of Education.
 
Under the foregoing policy, a grievance shall be solved expeditiously at the lowest level possible. The aggrieved party shall be assured freedom from coercion, discrimination, reprisal, and biased action on the grievance. Grievance proceedings shall not be bound by legal rules and technicalities. The head of agency shall ensure equal opportunities for women and men to be represented in the grievance committee.
 
The Grievance Machinery shall apply to all levels of officials and employees in DepEd, including non-career employees.

​​The Grievance Committee

The Department has separate grievance committees in all governance levels – school, division, region, and central offices. Only permanent officials and employees shall be appointed as members of the grievance committee, whose integrity, probity, sincerity, and credibility are considered. Officials who refuse to take action on a grievance shall be liable for neglect of duty in accordance to civil service rules.
 
The School Grievance Committee shall have original jurisdiction over grievances of teachers and non-teaching personnel in the school that were not orally resolved.
 
The Schools Division Grievance Committee shall have original jurisdiction over grievances of employees in the Division Offices that were not orally solved. It shall also have appellate jurisdiction over grievances that were not resolved in the School Grievance Committee.
 
The Regional Grievance Committee shall have original jurisdiction over grievance of employees in the region that were not orally resolved. It shall also have appellate jurisdiction over grievances that were not resolved in the Schools Division Grievance Committee.
 
The Department Grievance Committee shall have original jurisdiction over grievance of employees in the different bureaus/services/centers and offices in the Central Office that were not orally resolved. It shall also have appellate jurisdiction over grievances that were not resolved in the Regional Grievance Committee. 
[bookmark: _heading=h.1v1yuxt]Grievance Procedures

The procedures for seeking redress of grievance shall be as follows:
a. Discussion with immediate supervisor
The employee/aggrieved party shall present the grievance orally or in writing to his/her immediate supervisor. Within three days from presentation of the grievance, the immediate supervisor shall inform the employee/immediate supervisor of the decision.
If the subject of the object of the grievance is the immediate supervisor, the aggrieved party may bring the grievance to the next higher supervisor.
b. Appeal to the next higher supervisor
If the aggrieved party is not satisfied with the verbal decision, the aggrieved party may submit the grievance to the next higher supervisor within five days. The next higher supervisor shall render a decision within five working days from receipt of grievance.
c. Appeal to the Grievance Committee
The decision of the next higher supervisor may be elevated to the grievance committee within 5 days of receipt. The grievance committee may conduct an investigation and hearing within ten working days from receipt of the grievance and render a decision within five working days after the investigation.
If the object of grievance is the grievance committee, the aggrieved party may submit the grievance to the Office of the Secretary, through the Undersecretary for Legal Affairs.
 
d. Appeal to the Office of the Secretary
If the aggrieved party is not satisfied with the decision of the grievance committee, the aggrieved party may elevate the grievance to the Office of the Secretary, through the Undersecretary for Legal Affairs, within five working days from receipt.
 
The Office of the Secretary, through the Undersecretary for Legal Affairs, shall make a decision within ten working days from receipt.
 
If the object of the grievance is the Secretary, the aggrieved party may bring the grievance directly to the Civil Service Commission (CSC) Regional Office.
 
e. Appeal to the Civil Service Commission Regional Office
If the aggrieved party is not satisfied with the decision of the top management, the grievance may be elevated to the CSC Regional Office within 15 working days from the receipt of decision.
[bookmark: _heading=h.4f1mdlm]9. Alternative Dispute Resolution
Alternative Dispute Resolution System (ADR) means any process or procedure used to resolve a dispute or controversy, other than by adjudication of a presiding judge of a court or an officer of a government agency, as defined under R.A. 9285, in which a neutral third party participates to assist in the resolution of issues, which includes arbitration, mediation, conciliation, early neutral evaluation, mini-trial, or any combination thereof.
 
In DepEd, disputes are resolved thru mediation, as provided in DO 15, s. 2012 or DepEd Policy Framework for the Implementation of the Alternative Dispute Resolution System-Mediation. The purpose of mediation is to provide a speedy, fair, and non-adversarial process to resolve and/or manage disputes at the lowest possible level. It covers complaints, grievances and disputes alleged to be unfair and unreasonable involving DepEd officials and employees, including light offenses as penalty falling under the jurisdiction of DepEd, pursuant to DepEd Order No. 49, s. 2006 or the Revised Rules of Procedure of the Department of Education in Administrative Cases.
 
Mediation in DepEd is a service given for free. Mediators are prohibited to solicit, request, nor receive any gift or any type of compensation in handling the mediation of the disputants. Nonetheless, ADR management shall be included in the yearly appropriations of DepEd, including but not limited to, expenses for travel, training, continuing education of the mediators and other incidental expenses, and the incentive structure to compensate the mediators for services rendered. 
[bookmark: _heading=h.2u6wntf]Submission of Complaint or Grievance

The complaint or grievance, subject for mediation may be in any form, either verbal or in writing or even electronically. 
[bookmark: _heading=h.19c6y18]Mediation Process

The mediation process is as follows:
a. Processing of complaint or grievance-receiving and to determine if the same is possible for mediation
b. Selection of mediator-may be selected by choice of the parties or raffle in case of disagreement
c.  Initial conference-agreement of the parties on the mediation process
d. Execution and enforcement of settlement agreement-an agreement shall be prepared and to be signed by disputants after reaching settlement

Confidentiality of Mediation proceedings

All mediation proceedings shall be kept confidentially. No visual or audio recording shall be allowed during mediation. All notes and admissions in the dispute shall not be used in any judicial or quasi-judicial proceedings. Personal notes may be made by the mediator but shall be destroyed immediately after the mediation proceedings.
 
Parties, however, may appear with or without legal counsel and may be consulted by the parties but shall not be allowed to participate during the mediation.

[bookmark: _heading=h.3tbugp1]10. Protest on Appointment

Protest refers to an action filed by a qualified next-in-rank official or employee questioning the issuance of an appointment in favor of another on the basis of lack of qualifications of the appointee. If a protest on the appointment is filed, the Rules on Protest under the 2017 Rules on Administrative Cases in the Civil Service (2017 RACCS) shall apply.

[bookmark: _heading=h.28h4qwu]D. Employee Compensation and Benefits

1. Fixed compensation – these are cash compensation items which are regularly granted to all employees. Examples are: basic salaries, Personnel Economic Relief Allowance (PERA), and Additional Compensation (ADCOM). 

a. Basic Pay-this is the primary cash compensation for work performed, excluding any other payments, allowances and fringe benefits. 

b. Salary- refers to the basic pay for work performed by an employee paid on a monthly basis. 
	
c. Wages-refers to the basic pay for work performed by an employee paid on a daily or hourly basis.

2. Fixed fringe benefits

a. Personal Economic Relief Fund (P.E.R.A)

The PERA of P2,000.0 shall be paid only when basic pay (salary, wage or base pay) is also paid, provided the employee renders full-time services for eight (8) hours working per day, twenty-two (22) working days per month, inclusive of leaves of absence with pay.

The PERA of personnel who incurred absences without approved leaves of absence or on leave of absence without pay during the month shall be computed on the basis of the number of days worked with basic pay. For each working day, the PERA shall be P90.91 (computed by dividing P2,000 per month by 22 days working per month).

The PERA of casual personnel paid on a daily basis shall also be P90.91 per day while personnel hired on a part-time basis shall be computed in direct proportion to the P2,000 per month PERA for full-time service.

The PERA of personnel with pending cases shall be paid for as long as they render services and are paid their basic salaries/wages or base pay.

b. Clothing Allowance

The Uniform/Clothing Allowance (U/CA) is granted to defray expenses for uniforms or distinctive clothing which are the required appropriate attire for employees in the regular performance of their work.

c. Mid-year Bonus and Year-End Bonus

The Mid-Year Bonus equivalent to one (1) month basic pay as of May 15 shall be given to entitled personnel not earlier than May 15 of the current year, subject to the following conditions:

i. Personnel has rendered at least a total or an aggregate of four (4) months of service from July 1 of the immediately preceding year to May 15 of the current year;
ii. Personnel remains to be in the government service as of May 15 of the current year; and
ii. Personnel has obtained at least a satisfactory performance rating in the immediately preceding rating period, or the applicable appraisal period.

The Year-End Bonus equivalent to one (1) month basic pay as of October 31 and Cash Gift of P5,000 shall be given to entitled personnel not earlier than November of the current year, subject to the following conditions:

i. Personnel has rendered at least a total or an aggregate of four (4) months of service from January 1 to October of the current year; and
ii. Personnel remains to be in the government service as of October 31 of the same year.

d. Performance-Based Bonus (PBB)

For DepEd to be eligible as agency on PBB, the following criteria and/or conditions must be satisfied:
 1. Good Governance conditions
i.    Maintain/Update the Transparency Seal
ii. Post/Update the posting of all Invitations to Bids and awarded contracts in the Philippine Government Electronic Procurement System (PhilGEPS)
iii. Maintain/Update the Citizen’s Charter
2.  Performance Targets as set by the Inter-Agency Task Force (IATF)
            3. Performance Rating of Employees and Career Executive Service (CES) positions
 
d.	To be eligible to the full grant of PBB, nine (9) months of actual service is required to be rendered by the officer or employee. If less than 9 months, pro-rating shall govern, as follows:
 
Length of Actual Service			Percentage of PBB Rate
8 months but less than 9 months			90%
7 months but less than 8 months			80%
6 months but less than 7 months			70%
5 months but less than 6 months			60%
4 months but less than 5 months			50%
3 months but less than 4 months			40%

For the comprehensive process of the performance review and evaluation for the grant of PBB, please refer to D.O. 28, s. 2019.

e. Productivity Enhancement Incentive (PEI)

The PEI of P5,000 shall be given to personnel not earlier than December 15 of the current year, subject to the following conditions:

i. the employees are still in the service as of November 30 of the current year; and
ii. The employees have rendered at least a total or an aggregate of four (4) months of at least satisfactory service as of November 30 of the current year, including leaves of absence with pay.

f. Anniversary Bonus 

The Anniversary Bonus (AB) is granted to officials and employees on the occasion of the milestone years (15th anniversary of the government agency and every fifth year thereafter) of the agency where they are employed.

In DepEd, the payment of AB shall be in the amount not exceeding P3,000 per personnel provided that the employee has rendered at least one (1) year of service in the Department as of June 23 of the milestone year. Excluded are the following:
 
i. Those who are on absence without leave (AWOL) as of June 23 of the milestone year for which the AB is being paid;
ii. Those who are no longer in the service as of June 23 of the milestone year;
iii. Officials and employees who are found guilty of any offense in connection with their work during the 5-year interval between milestone years; and
iv. Consultants, Contracts of Service personnel, Job Orders, and others similarly situated.

g. Loyalty Cash Incentive

A loyalty award is granted to all officials and employees, in the national and local government who rendered ten (10) years of continuous and satisfactory service in the government. The awardee shall receive loyalty memorabilia/souvenir as follows:
 
                     i. 10 and 15 years - bronze service pin
                    ii. 20 and 25 years - silver service ring
                  iii. 30, 35 and 40 years- gold service medallion

An official or employee who incurred an aggregate of not more than 50 days authorized vacation leave without pay (VLWOP) within the 10-year period shall be considered as having rendered continuous service for purposes of granting the loyalty award. It the VLWOP is an aggregate of not more than 25 days within the 5-year period, he/she may qualify for the 5-year milestone award.

h. Magna Carta Benefits
Public Health Workers
Health workers shall mean all persons who are engaged in health and health-related work, and all persons employed in all hospitals, sanitaria, health infirmaries, health centers, rural health units, barangay health stations, clinics and other health-related establishments owned and operated by the Government or its political subdivisions with original charters and shall include medical, allied health professional, administrative and support personnel employed regardless of their employment status.
 The following are their benefits under the Magna Carta for Public Health Workers:
i. Married couples, both of whom are public health workers, to be employed or assigned in the same municipality, but not in the same office whenever possible.
ii. Their services shall not be terminated except for cause provided by law and after due process.
iii. No discrimination against with regard to gender, civil status, creed, religious or political beliefs and ethnic groupings in the exercise of his/her profession.
iv. The normal hours of work shall not exceed eight (8) hours a day or forty (40) hours a week. Where the exigencies of the service so require, any public health worker may be required to render service beyond the normal eight (8) hours a day with additional compensation. The same applies to work during rest days, night differentials, work during holidays and overtime pay.
v. Receive the following allowances: hazard allowance, subsistence allowance, longevity pay, laundry allowance and remote assignment allowance.
vi. Three (3) months prior to the compulsory retirement, the public health worker shall automatically be granted one (1) salary range or grade higher than his/her basic salary and his/her retirement benefit thereafter computed on the basis of his/her highest salary: provided, that he/she has reached the age and fulfilled service requirements under existing laws.
Public School Teachers
The term "teacher" shall mean all persons engaged in classroom teaching, in any level of instruction, on full-time basis, including guidance counselors, school librarians, industrial arts or vocational instructors, and all other persons performing supervisory and/or administrative functions in all schools, colleges and universities operated by the Government or its political subdivisions; but shall not include school nurses, school physicians, school dentists, and other school employees.
The following are their benefits under the Magna Carta for Public School Teachers:
i. No teacher shall be transferred without his consent from one station to another.
ii. Equitable safeguards at each stage of any disciplinary procedure.
iii. No discrimination whatsoever in entrance to the teaching profession, or during its exercise, or in the termination of services, based on other than professional consideration.
iv. Married couples, both of whom are public health workers, to be employed or assigned in the same municipality, but not in the same office whenever possible.
v. Enjoy academic freedom in the discharge of their professional duties, particularly with regard to teaching and classroom methods.
vi. Any teacher engaged in actual classroom instruction shall not be required to render more than six hours of actual classroom teaching a day. Any teacher may be required to render more than six hours but not exceeding eight hours of actual classroom teaching a day upon payment of additional compensation at the same rate as his regular remuneration plus at least twenty-five per cent of his basic pay.
vii. Special hardship allowance (SHA) for teachers exposed to hardships such as difficulty in commuting to the place of work or other hazards peculiar to the place of employment,
viii. To be entitled to study leave and indefinite sick leave of absence subject to rules and guidelines under the Magna Carta.
ix. Public school teachers having fulfilled the age and service requirements of the applicable retirement laws shall be given one range salary raise upon retirement.
x. The right to freely and without previous authorization both to establish and to join organizations of their choosing, whether local or national to further and defend their interests.
3. Variable Fringe Benefits-a type of direct compensation given to employees based on certain qualifications or rendition of special services. Examples are, hazard pay, honoraria, night-shift differential pay, and overtime pay.

a. Hazard Pay-an additional compensation for performing hazardous duties and for enduring physical hardships in the course of the performance of duties. The grant of hazard pay shall cover all health and nutrition personnel employed in DepEd who are engaged in health and health-related work.

b. Honoraria

An honorarium is a form of compensation given as a token of appreciation or reward for gratuitous services on account of one’s broad and superior knowledge or expertise in a specific field for which, going by custom, tradition or propriety, no fixed price is set.

b.	The following are entitled to honoraria pursuant to various DBM Circulars and DepEd Orders implemented, among others:
i. Governing Boards of Collegial Bodies (NBC 2007-510)
ii. Lectures, Resource Persons, Coordinators and Facilitators ((NBC 2007-1)
iii. Assignment in Special Government Projects (NBC 2007-52)
iv. Government Personnel Involved in Government Procurement (NBC 2004-5)
v. Electoral Board Members For The 2019 National and Local Elections (DM No. 21, s. 2019)

c. Overtime and Compensatory Time-off

The rendition of overtime services shall be authorized only when extremely necessary, such as when a particular work or activity cannot be completed within the regular work hours and that non-completion of the same will: 
i. Cause financial loss to the government or its instrumentalities;
ii. Embarrass the government due to its inability to meet its commitments; or 
iii. Negate the purposes for which the work or activity was conceived. 

Only appointive and salaried civilian government employees holding regular, contractual, and casual positions of division chief or equivalent level and below, may be authorized to render overtime services with pay or compensation. Incumbents of positions of division chief or equivalent level and below, designated as Officers-in-Charge of higher level positions, may also be authorized to render overtime services as they are still bound to observe the prescribed work hours in their respective agencies. 

d. Cash Allowance for Teachers

The Cash Allowance (CA) shall be granted to all permanent and provisional teachers, including Alternative Learning System (ALS) Mobile Teachers and District ALS Coordinators (DALSCs), in all public elementary, junior and senior high schools, and community learning centers, who are in service in DepEd for the current school year, and assigned with at least 1 teaching load.

The CA is considered as an outright expense. Presentation or submission of bills and receipts shall not be required.

e. Special Hardship Allowance (SHA)-an additional compensation generally paid to teachers who are exposed to hazards and difficulties because of the nature and/or location of their work.

f. Representation and transportation allowance (RATA)

Representation and Transportation Allowance (RATA) refers to a collective term for two distinct but complementary allowances: Representation Allowance (RA) and Transportation Allowance. Both allowances are granted to select government officials to cover related expenses incidental to and in connection with the actual performance of their respective functions. It may either be commutable or reimbursable.

g. Third-Level Benefits

Quarters Allowance-this allowance is granted in the form of the free use of DepED owned or leased place of lodging. In the absence of adequate space to be used as quarters, the Department shall rent a building or a room which shall serve as quarters for the official concerned.
Relocation Allowance-this privilege is granted in the form of an allowance for the first thirty (30) days of the concerned official in his/her new assignment. The allowance shall be equivalent to the existing allowable daily rate of per diem, chargeable against the MOOE of the office of the new assignment. This allowance shall only be granted when the official is re-assigned to a new work station for at least six (6) months, and shall not be applicable to assignments within the National Capital Region (NCR) and new assignments in regions outside of NCR involving a distance of less than one hundred (100) kms., except when the transfer/ movement involves travel by air or sea.

Payment of Extraordinary and Miscellaneous Expense-as provided in the General Appropriations Act, extraordinary and miscellaneous expenses are allowed to the Secretary, Undersecretaries, Assistant Secretaries and Bureau/Service/regional Directors as may be determined by the Department of Budget and Management (DBM) not exceeding the amount specified in the applicable General Provisions of the General Appropriations Act (GAA)

Reimbursement of Actual Expenses Incurred While Reporting to New Work Station-granted in the form of reimbursement of actual transportation expenses of the concerned official and that of his/her spouse and children, not exceeding two, incurred in connection with his/her transfer/movement to a new workstation. Reimbursable expenses shall include the actual freight expenses for reasonable and necessary baggage and household effects including motor vehicles.

4. Indirect Compensation-these are usually non-cash or in-kind benefit items that contribute to the employee’s welfare, standard of living and personal development. These include protection programs such as insurances, paid leaves, perquisites and training programs.

a. Paid Leave-appointive officials up to the level of heads of executive departments, heads of departments, undersecretaries and employees of the government whether permanent, temporary or casual, who redner work during the prescribed office hours, shall be entitled to 15 days vacation and 15 days sick leave annually with full pay exclusive of Saturdays, Sundays, Public Holidays, without limitation as to the number of days of vacation and sick leave that they may accumulate. 	

b. Vacation Service Credits (VSC)-refer to leave credits earned by public school teachers for services rendered during Saturdays, Sundays, Holidays, long and Christmas vacation, as authorized by proper authority. VSC are used to offset absences of a teacher due to illness. To offset absences on account of illness, one (1) work day service credit is used to offset one (1) day of absence. It is given only for work beyond regular functions or beyond regular work hours/days where payment of honorarium or overtime pay is not possible. In addition, there are situations wherein extraordinary work is demanded from teachers including those which expose their lives to certain risks and for which monetary compensation is not enough. Thus, extra non-monetary compensation is justified. 

c. Other Benefits (Leave Benefits, study leave, maternity/paternity leave)

Leave of absence-a right granted to employees not to report for work with or without pay as may be provided by law and as the rules prescribe in Rule XVI of Executive Order No. 292.

Teachers shall not be entitled to the usual vacation and sick leave credits but to proportional vacation pay (PVP). A teacher who has rendered continuous service in a school year without incurring absences without pay of not more than 1½ days shall be entitled to the total PVP earned from the number of summer and Christmas vacation days as determined by DepEd.

Sick Leave (SL) –granted on account of sickness or disability of the employees or any member of their family (parents, brothers, sisters, children, spouse and even house help who are living with the employees).

Special Privilege Leave (SPL) –leave of absence which may be availed of for a maximum of three (3) days annually to mark special milestones and/or attend to filial and domestic emergencies such as birthday, anniversary, mourning, PTA meetings, etc.

Study Leave-Officials and employees, excluding those in the teaching profession who are covered by different provisions of the law, may apply for study leave subject to the provisions under CSC MC No. 21, s. 2004 entitled Amendment to Section 68 of CSC MC No. 14, s. 1999 relative to the Guidelines on Study Leave. 

For teachers, they shall be entitled to study leave not exceeding one school year after seven years of service and shall be entitled to at least sixty per cent of their monthly salary. 

Indefinite Leave-A sick leave of absence granted specifically for teachers when the nature of the illness demands a long treatment that will exceed one year at the least.

Paternity Leave-seven (7) working days with full pay of leave benefit given to every married male teacher in the government service for the first four (4) deliveries, whether childbirth or miscarriage, of his legitimate spouse with whom he is cohabiting.

Maternity Leave-every female employee in the government service, regardless of her civil status, employment status, length of service and legitimacy of the child, in addition to her vacation and sick leave credits earned, shall be granted one hundred five (105) days maternity leave with full pay for live childbirth regardless of the mode of delivery, whether normal or caesarian. For cases of miscarriage or emergency termination of pregnancy, maternity leave of sixty (60) days with full pay shall be granted.

The female employee shall give prior notice to the authorized officer of her agency of her pregnancy and her availment of maternity leave at least thirty (30) days in advance, whenever possible, specifying the effectivity of the leave. Civil Service (CS) Form No. 6, Revised 2020, shall be used in filing maternity leave application with medical certificate.

In case the female employee qualifies as a solo parent under R.A. No. 8972 or the “Solo Parents’ Welfare Act of 2000”, she shall be granted an additional maternity leave of fifteen (15) days with full pay. 

Female teachers may also avail of the maternity leave benefits even during long vacations, i.e., summer and Christmas vacations, in which case, both the maternity leave benefits and the proportional vacation pay (PVP) shall be granted.

Maternity leave shall be non-cumulative and non-commutative (non-convertible to cash). The enjoyment of maternity leave cannot be deferred but part of it may be availed of on or before the actual date of delivery in a continuous and uninterrupted manner.

Rehabilitation Leave– leave benefit provided to government officials and employees for a maximum period of six (6) months for wounds and/or injuries sustained while in the performance of their duties. The duration, frequency and terms of availing the privilege shall be based on the recommendation of medical authority. 

Performance of duty means situations wherein the official or employee is already at work. The same privilege may be extended to officials or employees in situations where the official or employee meets an accident while engaged in activities inherent to the performance of his/her duties, including being on Official Business outside of his/her work station, Official Travel, authorized Overtime, Detail Order, and Special Assignment Orders. Injuries from accidents that occurred while the official or employee is going to work and going home from work may be considered sustained while in the performance of official duties.

Special Leave Benefits for Women– Any female employee shall be entitled to special leave of a maximum of two (2) months with full pay based on her gross monthly compensation, provided she has rendered at least six (6) months aggregate service in any or various government agencies for the last twelve (12) months prior to undergoing surgery for gynaecological disorder.
The special leave may be availed for every instance of gynaecological disorder requiring surgery.
Terminal Leave –the money value of the total accumulated leave credits of an employee based
on the highest salary rate received prior to or upon retirement date/voluntary separation.

Special Emergency Leave – 5-day leave granted to those employees directly affected by natural calamities and disasters

Violence Against Women and their Children (VAWC) Leave– Victims of VAWC shall be entitled to take a paid leave of absence up to ten (10) days in addition to other paid leaves under the Labor Code and Civil Service Rules and Regulations, extendible when the necessity arises as specified in the protection order.

Solo Parent Leave-parental leave of not more than seven (7) working days every year granted to any solo parent employee who has rendered service of at least one (1) year.

5. Employees’ Compensation Program (ECP)-a compensation package for public and private sector employees and their dependents in the event of work-related injury, sickness, disability or death. EC is a purely employer-based contribution benefit. Thus, employees do not contribute any amount to the program. GSIS administers the employees compensation (EC) fund as provided for under  Presidential Decree No. 626.

The employer should be notified of the member's sickness, injury or death within five days from the occurrence of the contingency. Notice is not necessary if the contingency occured during working hours, at the place of work and with the knowledge of the employer or representative.

The conditions for payment are as follows:

i. Injury must be the result of accident arising out of and in the course of employment;
ii. Sickness must be listed /considered an “occupational disease”; or even if not listed as one, it must be shown that the risk of contracting the sickness is increased by the working  conditions; and 
iii. Disability/Death is caused by work-connected injury or sickness.

Benefits under the ECP:

i. Medical services, appliances and supplies;
ii. Rehabilitation services;
iii. Temporary total disability benefit;
iv. Permanent total disability benefit;
v. Permanent partial disability benefit;
vi. Death benefit; and
vii. Funeral Benefit

6. Retirement Benefits

a. Salamat, Paalam Program

The “Salamat, Paalam” is a simple but meaningful ceremony held in honor of retirees, whether under optional or compulsory retirement, not later than their scheduled date of retirement.

During the ceremony, all retirees may be given a plaque of appreciation/recognition signed by the head/s of office/agency, and other awards and/or tokens as may be deemed proper by offices concerned. 

b. GSIS

Membership in the GSIS shall be compulsory for all employees receiving compensation who have not reached the compulsory retirement age, irrespective of employment status, except members of the Armed Forces of the Philippines and the Philippine National Police, subject to the condition that they must settle first their financial obligation with the GSIS, and contractuals who have no employer and employee relationship with the agencies they serve. 

GSIS offers various retirement programs that retiring members may choose from depending on their age and and length of services such as:

i. Retirement Under RA 8291 - a five-year lump sum or cash payment with instant pension.

ii. Retirement under Republic Act 660 - also called “Magic 87,” this option provides both annuity and lifetime pension.

iii. Retirement under Republic Act 1616 - Refund of GSIS premiums and gratuity payment from employers.

iv. Retirement under Presidential Decree 1146 - only those who have been in government service after May 31, 1977 but before June 24, 1997 may avail of this retirement program. Retirement under PD 1146 gives members a choice between a Basic Monthly Pension (BMP) and Cash Payment.

v. Retirement under Republic Act 7699 (Portability Law ) - combining GSIS and SSS periods with paid premiums to qualify for retirement programs offered by both pension funds.

c. Philhealth

The following are Philhealth benefits:

i. Inpatient benefits- sickness/ailments that need confinement of not less than 24 hours.
ii. Outpatient benefits-day surgeries and treatments done in accredited hospitals and clinics that don’t require confinement.
iii. Primary Care Benefits- primary preventive services, diagnostic examinations, and drugs and medicines, initially available to Indigent/Sponsored members, Organized Groups, and land-based migrant worker members and dependents. Recently expanded to the DepEd personnel.
iv. Z Benefits- designed for illnesses that are life-threatening and requires prolonged hospitalization, extremely expensive therapies or other treatments that can deplete family’s financial resources, unless covered by special health insurance policies.
v. MDG Benefits and Other Special Benefit Packages- in line with 3 Millennium Development Goals of reducing child mortality, improving maternal health and combating HIV and other infectious diseases.

[bookmark: _heading=h.nmf14n]E. Human Resource Actions
1. Original appointment - the initial entry into the career or non-career service.
2. Promotion- the advancement of a career employee from one position to another with an increase in duties and responsibilities as authorized by law, and usually accompanied by an increase in salary. It may be from one department or agency to another or from one organizational unit to another within the same department or agency. Provided, however, that any upward movement  from the non-career service to the career service and vice versa shall not be considered as a promotion but as reappointment. 
The pendency of an administrative case against any employee shall not be a bar to promotion. If found guilty and was imposed the penalty of demotion, suspension or fine, the employee shall be disqualified for promotion for the same period of suspension or fine. In case of demotion, the period of disqualification for promotion shall be within one year. 
3. Transfer- the movement of employee from one position to another which is equivalent of rank, level or salary without gap in the service involving the issuance of appointment. It may be from  one organizational unit to another within the same department or agency or from one department or agency to another. Provided, however, that any movement  from the non-career service to the career service and vice versa shall not be considered as transfer but reappointment. 
If, for whatever reason, the employee fails to transfer on the specified date, he/she shall be deemed resigned. However, should the employee opt to remain on the same agency before the specified date of transfer, the employee may be reappointed if there is no gap in the service or reemployed if there is gap in the service. In both cases, the employee shall undergo the usual hiring process.
4. Reassignment-  the movement of an employee from one organizational unit to another in the same department or agency which does not involve a reduction in rank, status or salary. is station specific, the reassignment shall be allowed only for a maximum period of one (1) year. The restoration or return to original post/assignment shall be automatic without the need of any order of restoration/revocation of the order of assignment. 
Reassignment is presumed to be regular and made in the interest or exigency of public service unless proven otherwise if it constitutes constructive dismissal. 
5. Detail-it is the temporary movement of an employee from one department or agency to another which does not involve a reduction in rank, status or salary. Detail without consent shall be allowed only for a period of one (1) year and three (3) years if with consent.
6. Designation-movement of an employee that involves an imposition of additional and/or higher duties to be performed by a public official/employee which is temporary and can be terminated anytime at the pleasure of the appointing authority/officer. Employees to be designated should hold permanent appointments to career positions. For positions without incumbents, a designation may be made only for a maximum of one (1) year. However, the designation of employees may be renewed every year in the exigency of the service but not to exceed two (2) years.
7. Demotion-the movement of an employee from a higher position to a lower position where he/she qualifies, if a lower position is available. The demotion entails reduction in duties, responsibilities, status or rank, which may or may not involve a reduction in salary. 
If the demotion is due to reorganization or rationalization, the employee shall be allowed to continue to receive the salary of the higher position. If voluntary, he/she shall be allowed to receive the same step of the salary grade of the position sought to be appointed, with written consent on the part of the demoted employee. If the demotion is a result of a disciplinary action, the adjustment of the salary of an employee to the next lower salary grade with the same salary step, to be issued through a notice of salary adjustment to the concerned employee.
8. Reappointment-the issuance of an appointment as a result of reorganization, devolution, salary standardization, re-nationalization, recategorization, rationalization or similar events. The issuance of appointment from temporary to permanent, non-career to another non-career, all of which entails no gap in the service, shall be considered as reappointment.  
9. Reemployment-the appointment of a person who has been previously appointed to a position in the government service but was separated therefrom as a result of reduction in force, reorganization such as dropping from the rolls and other modes of separation and also presupposes a gap in the service.
10. Reinstatement-the restoration of a person, as a result of a decision, to a career position from which he/she has, through no delinquency or misconduct, been separated but the subject position is already abolished, requiring the issuance of an appointment to a comparable position to the separated employee. However, if the subject position is still available, issuance of an appointment is not needed.
11. Reclassification-a form of staffing modification and/or position classification which is applied only when there is a substantial change in the regular duties and responsibilities of the position. It generally involves a change in the position title and may be accompanied by an upward or downward change in salary. It requires the issuance of an appointment but the same is ministerial on the part of the appointing authority.
[bookmark: _heading=h.37m2jsg]G. Separation from the Government Service

The following are the modes of separation from DepEd:          	
[bookmark: _heading=h.1mrcu09]1. Retirement
The compulsory retirement age is 65 years old. No person who has reached the compulsory retirement age|can be appointed to any position in the government, except to a primarily confidential position.
A person appointed to a primarily confidential position who reaches the age of 65 is considered automatically extended in the service until the expiry date of his/her appointment or until his/her services are earlier terminated.
The extension of service of a person who will reach the compulsory retirement age of 65 years may be allowed for a period of six (6) months and in meritorious circumstances may be extended for another six (6) months. The request for extension shall be made by the Head of Office. The same shall be filed with the Commission not later than three (3) months prior to the date of the official/employee's compulsory retirement. Services rendered during the period of extension shall no longer be credited as government service. 
However, for one who will complete the fifteen (15) years of service required under the GSIS Law, a maximum period of two (2) years may be allowed. Services rendered during the period of extension shall be credited as part of government service for purposes of retirement. The official or employee, may file the request of extension of service.
CSC Resolution No. 2000002 dated January 3, 2020 laid down the Guidelines on the Request for Extension of Service.
[bookmark: _heading=h.46r0co2]2. Resignation
Resignation is a mode of separation where one voluntarily relinquishes his/her position and duties in writing. The effectivity date of resignation indicated in the written notice shall not be less than thirty (30) days from the date of filing or earlier as mutually agreed upon by the employee and head of office.
 
The resignation is deemed complete and operative once the appointing authority accepts in writing the written notice and the employee’s clearance from money, property, and work responsibilities is duly accomplished.
 
The tender of resignation is revocable until the resignation is accepted. Once complete and operative, withdrawal of resignation shall not automatically restore the employee to the position.

[bookmark: _heading=h.2lwamvv]3. Dismissal

Dismissal is the termination from employment or service for cause. It is the definite severance of an officer or employee from government service decided by the agency or office, the Civil Service Commission, Ombudsman, or regular courts.
[bookmark: _heading=h.111kx3o]4. Other Modes

Other modes of separation include dropping from the rolls, termination/expiration of temporary, coterminous, contractual or casual appointment, or death.


































[bookmark: _heading=h.3l18frh]Acronyms and Abbreviation

ALS		Alternative Learning System
BHROD	Bureau of Human Resource and Organizational Development
CO		Central Office
COA		Commission on Audit
CSC		Civil Service Commission
CTO/CDO	Compensatory Time-Off/ Day-Off
DepEd		Department of Education
DBM		Department of Budget and Management
DEDP		Division’s Education Development Plan
DTR		Daily Time Record
ECP		Employees’ Compensation Program
FTA		Field Technical Assistance
HRD		Human Resource Development
ICT		Information Communications 
GSIS		Government Service Insurance System
NEAP		National Educators Academy of the Philippines
PBB		Performance-Based Bonus
PEI		Productivity Enhancement Incentive (PEI)
PERA		Personal Economic Relief Allowance
PhilHealth	Philippine Health Insurance Corporation
RATA		Representation and Transportation Allowance
RO		Regional Office
SDS		Schools Division Superintendent 
SDO		Schools Division Office
SHA		Special Hardship Allowance
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