Republic of the Philippines

Department of Education
REGION III

Office of the Schools Division
Superintendent

DlVISlOﬂ 2,P;EMCZ‘R;'\NDUH.!
No. s. 2020
REITERATION OF THE POLICY AND GUDELINES ON TEACHERS’ WORK LOAD AND
WORKING TIME (DIVISION MEMORANDUM NO. 93, §.2015)

October 28, 2020

To: OIC- Asst. Schools Division Superintendent
OIC-Chief CID
Chief -SGOD
Chief Education Supervisor - SGOD
CID Education Program Supervisors
Public Schools District Supervisors
School Heads of All Public Elementary and Secondary Schools

1. Inview of the queries forwarded in the Division regarding teachers’ actual teaching load and working time,
this Office issues the reiteration of Policy and Guidelines on Teacher's Work Load and Working Time except for
District and School Information and Communications technology (ICT) Coordinators who are being unloaded to
four (4) hours daily to focus and concentrate on ICT functions in their schools.(Ref.: RA 1880, CSC 9155, Magna
Carta for the Public School teachers , Civil Service Code and unnumbered DepEd Memorandum dated June 26,
2019.)

2. The General Class Program, Individual Class Program and the Teachers’ Work Load must be aligned.
3. There will be two subjects per day in the individual Class program. (See attached samples)

4. There must be no multiple designations to be given to the teachers to give focus on actual teaching.
5. ltis expected that these policy and guidelines be disseminated to all public school teachers.

6. Wide dissemination and compliance of this Memorandum is desired.

-0

MA. IRELYN P. TAMAYO PhD, CESE
Assistant Schools Division Superintendent
Officer-in-Charge
Office of the Schools Division Superintendent

Address: Jesus Street, Pulungbulu, Angeles City
Telephone No. (045) 322-4101




Department of Education
Region I
DIVISION OF CITY SCHOOLS
Angeles City

Jesus Streetf, Pulungbulu, Angeles City
Tel. No. (045) 322-5722; 888-0582; 322-4702 / Fax Nos. {045) 887-6099

DIVISION MEMORANDUM
No. 93 s. 2015

POLICY AND GUIDELINES ON TEACHER’S WORK LOAD;AND
WORKING TIME

TO: Assistant Schools Division Superintendent
Chiefs of CID and SGOD
Administrative Officer V
Public Schools District Supervisors, Education Program Supervisors
School Heads of Pubtic Elementary, Integrated and Secondary Schools
Public School Elementary and Secondary Teachers

"s.‘*

1. In view of the queries forwarded in the Division regarding teacher's actua! teaching work load and
working time, this Office issues the Policy and Guidelines on Teacher's Work Load and
Working Time.

2. ltis expected that this policy and guidelines be disseminated to all public school teachers_

3. Wide dissemination and compliance of this Memorandum is desired.

«—

M .

NICOLAS T. CAPULONG, Ph.D., CESO V
Schoois Division Superintendent
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| References:  RA 1880, CSC Resolution No. 080096,
DepED Memo No. 291, s.2008,

DepED Order No. 16, s. 2009, RA 9155,

Magna Carta for Public Schoo! Teachers,
Civil Service Code
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POLICY AND GUIDELINES ON TEACHER’S WORK LOAD AND WORKING TIME

1. As a general rule, public school teachers are not exempt from the eight (8) hours of work
provided for in RA 1880. Based from the CSC Resolution No. 080096 dated January 28,
2009 which states that’

“Wherefore, foregoing premises considered, the Commission hereby Resolves
that_public school teachers are not exempt from the elght (8) hours of work
provided for in RA 1880 and what is limited to six {6) hours as provided for in RA 2
4650 is only the work hours devoted to actual classroom teaching.

ANY

eV,

The Commission FURTHER RESOLVES that the remaining two (2) hours work that
completes the public school teachers’ reguired 8-hour work day may be spent
within or outside the school premises, provided that the Secrictary of the

Department of Education shall provide for pertinent guidelines therein.”

2. All public schoot teachers, regardless of status (substitute or permanent) or position
(Teacher |, Teacher li, Teacher Ill, Master Teacher |, Master Teacher Il, SPED Teacher)
must be assigned full actua! teaching load which is equivalent to six (6) hours actual
teaching load per day from Monday to Friday and on a Saturday when declared as a
make-up classes day due to suspension of classes of a regular schoo! day brought
about by natural calamities.

3. One (1) hour of actual teaching load is equivalent to one (1) hour class period/subject.
Six (6) hours of actual teaching load is equivalent to six (8) hours of class
periods/subjects assuming that the time allotment for one class period/subject is one
hour. if, however, one class period/subject is allotted only less than one hour, one class
period/subject cannot be considered one (1) hour actual teaching load. To illustrate, a
school implements a double shift due to classroom shortage and therefore needs to aliot
only 50 minutes per class period/subject, the six (6) hours actual teaching hours Is
equivalent to seven (7) 50-minute actual class periods/subjects per day.

4. Advisorships and/or special assignments for the entire school year combined shall be
considered as one actual teaching load. To illusirate, the special ‘assignments of a
teacher as a grade level coordinator, testing coordinator, school paper adviser, class
adviser and property custodian for one school year shall be considered all together as
only one actual teaching load. To complete the actual full teaching load of a teacher,
he/she must be assigned with 5 more one (1) hour actual class periods/subjects or 6
more 50-minute actual class periods/subjects as the case may be. Special assignments

, that are not for the entire school year, ex. Chairman of the Committee for the Opening

Program of an activity, cannot be considered as advisorship/special assignment within
the purview of this provision.

5. The six (6) hours actual teaching foad of all teachers must be reflected in the School's
Generat Class program and Individual Teacher's Load which must be submitted to and
evaluated by the SGOD and duly approved by the Schools Division Superintendent not
fater than every 15® May of each year. Schoof Heads are required to issue
Designation/Assignment Order duly approved by the Schools Division to teachers as
proof of the one (1) hour actual teaching load for advisorship andfor special assignment
of teachers. Class Advisers, Club Advisers and desighated coordinators must prepare a
one-year action plan for every club/organization/special assignment {o be approved by
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In the exigencies of the service, a public schoo! teacher may be required to render more
than six (6) hours of actual teaching in a day; provided that additionai compensation
computed at the same hourly rate of the regular compensation, plus a premium of
twenty-five (25) of the hourly rate shali be paid for actual classroom teaching in excess
of six (6} hours. In the event of non-availability of funds, service credits shall be granted
and one (1) hour overtime work for one (1) hour work shall be 1.25 hours for purposes of
determining service credits.

Teachers who have rendered the six hours of actual classroom teaching load shalil be
deemed to have completed the six (6) actual teaching work. They shall incur no under
time as far as the six hours of actual teaching is concemed.

To comply with the eight (8) hours work requirement of RA 1880, public schooi teachers

shall render two (2) more hours for the following teaching-related activities and duties

within or outside the school premises:

j. Preparation of lesson plans, actionwork plans, instructional materials,
evaluation/assessment tools/rubrics:

k. Preparation and checking of exercises; recording of academic performance results
and classroom accomplishments;

l.  Conduct of research;

m. Attendance to seminars, workshops and similar programs;

n. Counseling, mentoring, coaching of students including home visits;

o. Consultations and conferences with parents;

p. Performance of coordination activiies and duly recognized community social
services;

q. Participation in the maintenance and improvement of school facilities and equipment;
and .

r.  Other activities identified by School/Division/Region/ and Natfc?nal officials through
issuances.

Daily Time Records (DTR), Bundy Clocks or Electronic Attendance Monitoring Systems
(EAMS) must refiect that a teacher rendered six (6) hours actual teaching and two 2
hours teaching-related activity/duty within the school premises. However, for teachers
who opt or need to spend the two (2} hours related teaching/duty outside the school
premises, there should be mechanism for such hours work shall be agreed upon by the
principal with the teachers, parents and students, preferably through the School
Governing Council or any established mechanism for school-community partnership.

Teaching-related activities and duties mentioned above must not be done within the six
(6) hours actual teaching load. School Heads must ensure that teaching related activities
like meetings, insets, preparation of lesson plans, checking of papers, etc. must not be
done within the six (6) hours actual teaching load of teachers. '

- The time interval between actual classroom teaching shall be counted as part of the two

(2) hours spent for teaching-retated activities except lunch breaks and recess periods.

- Teachers are allowed to work from Monday to Friday as part-time teachers/employees of
private schools/colieges/universities/ companies only after 5 P.M. In cases where g
Saturday is a deciared as a make-up class day for school days suspended due to
natural calamities, teachers are required to report. Failure to report would mean
absence. They must secure a Permit to Work from the Schools Division Superintendent.
Likewise, a Pemmit to Study is necessary for teachers who would like to pursue their
post-graduate studies after work hours or even during Saturdays.




Republika ng Pilipinas

‘ Kagawaran ng Edukagyon

Tanggapan ng Pangalawang Kalithim

MEMORANDUM
26 June 2019

For: Regional Directors
Schools Division Superintendents
Chiefs, ESSD and SGOD
Public Schools District Supervisors
Principals and Head Teachers
All Others Concerned

Subject: DESIGNATION OF DISTRICT AND SCHOOL
INFORMATION AND COMMUNICATIONS
TECHNOLOGY (ICTj COORDINATORS

1. With the conclusion of the Rapid Assessment of DepEd Computerization
Program (DCP) Implementation, it was observed that most of the participants
were just delegated as ICT Coordinators with no official designation by their
respective school heads.

2. Relative to the succeeding release of DepEd Orders, Memoranda, and
Advisories on Information and Communication Technology (ICT}, the
accomplishment of the coordinators’ tasks was borne by a regular teacher who
acts as a school/district ICT coordinator in addition to his/her regular teaching
load.

3. Hence, with the goal of the Department for an effective management and
implementation of ICT-related programs and projects, all school heads are
directed to designate two (2) School ICT coordinators to handle the following:

a Preventive maintenance of the school’s ICT Equipment and be in-
charge of other ICT-related programs and projects; and

b. Data Management and various Information Systems (e.g.,
LIS/EBEIS, EHRIS, etc.).

M
Office of the Undersecretary for Administration
{Administrative Services, Infermation and Communications Technology, Disaster Risk Reduction and Management, Sch
Youth Formation, Baguio Teachers' Camp, Education Fucilities/School Buildings)
Department of Education, Central Office, Meralce Avenue, Pasig City
Room 519, Mabini Building; Mobile: +639260320762; Landline: 46326337203, +6326376207
Email: usec.admin@deped.gov.ph; Facebook/Twitter @depedtayo



If the Administrative Assistant/Registrar is available, the School Head has
the discretion to assign him/her to handle the Data Management. All other duties
and functions of Administrative Assistant pursuant to previous issuances of
whether shall remain enforced.

r

4. In order to ensure the proper implementation on ‘the designation of the

School ICT Coordinatars, the following guidelines are issued:

a

-~

For Teachers designated as School ICT Coordinators but continue to
have regular teaching loads (of at least 2 but not beyond 4 hours} shall
render services on part-time basis and shall remain in the teachers’
leave basis. Any work done within the school premises in excess of 8
hours during the regular school days shall be given additional
compensation or overtime pay;

When funds are not available for the grant of additional compensation
or overtime pay, vacation service credits may be granted for services
rendered beyond the required working hours during regular school
days, which is exclusive of the 15 dayslimitation under DepEd Order
No. 53, s. 2003.

The specific provision of DepEd Memorandum No. 291, s 2008 and
the addendum under DepEd Order No. 16, s. 2009 shall be enforced
in this regard, and;

Teachers designated on part-time basis as School ICT Coordinator
and who are required to render services during the summer vacation
to conduct preventive maintenance of E-Classroom/ Computer
Laboratory and ICT Equipment Inventory after the closing and before
the opening of classes for each semester shall likewise be granted
vacation service credits of not more than 15 days, also of the exclusive
15 days’ limitation.

5. The following procedures/ requirements must be observed:

a

The designation of a teacher to perform as the School ICT Coordinator |
whether on part-time of full-time basis shall be recommended by the
School Head to the Schools Division Superintendent (SDS} for
approval,;

Only duly designated School ICT Coordinator may be paid additional
compensation or overtime pay or may be granted vacation service
credits under these guidelines;

The School Head-shall submit to the SDS the request to grant of
vacation service credits, clearly indicating the total number of days ;
served by the designated School ICT Coordinator during the summer_,




approval;

d  The discretion to determine the allowable number of vacation service
credits that may be allowed is vested with the SDS; -

e, The accumulated vacation service credits of teachers shall be used to
offset absences of teachers due to illness. Subject to availability of
funds and approval of the SDS, monetization or payment of the money
value of unused vacation service credits may be allowed, using the
approved formula for the computation, conversion, and reversion
under existing CSC rules and regulations.

f  Furthermore, designated District/School ICT Coordinators shall
perform duties and responsibilities related to DepEd ICT programs
and shall not be treated merely as District/School secretariat.

6. The qualifications, duties, responsibilities, and privileges of
District/School ICT Coordinator is enclosed.

7. All Schools Division Offices, thru the Division Information Technology
Officer in coordination with the Public- Schools District Supervisors/District
Coordinating Principals, are directed to establish a District ICT Council to be
headed by two (2) School ICT Coordinators duly elected among School ICT
Coordinators within the district or may be designated by the Division ITO.
The members of the District ICT Council shall be the officially designated School
ICT Coordinators.

o
+

8. * For those divisions with no districts, a Division ICT Core Team may be
established to be headed by the Division ITO.

9, Immediate and wide dissemination of this memorandum is desired.




DESIGNATION OF SCHOOL INFORMATION AND
COMMUNICATIONS TECHNOLOGY (ICT) COORDINATOR

Name:

Position:

Designation:

[ ] District ICT Coordinator

[ 1 School ICT Coordinator (ICT-related programs and projects)

[ 1 SchoollCT Coordinator {Data Management and Information Systems support)

District:

School:

Address:

In the exigency of service, you are hereby designated as the Information and
Communications Technology (ICT) Coordinator of

effective immediately.

You are also being unloaded of your usual teaching load to four (4) hours daily
to focus and concentrate on ICT Functions and Duties in your school/district with
specific provisions of DepEd Memorandum No. 291 s. 2008 and addendumunder

, DepEd Order No. 53 s. 2003. (References: RA 1880, C5C 9155, Magna Carta for the
¢+ Public-School Teachers, Civil Service Code).

QUALIFICATIONS:

Minimum 3 years Teaching experience

Oriented in Basic Computer Software and Applications

Oriented in basic Software and Hardware Installations

Extensive experience in Educational Technology

% Strong interpersonal, communication, analytical and problem-solving skiils.

oG e D

DUTIES AND FUNCTIONS:
A. On ICT and School Infrastructure Management
> Ensure utilization and maintenance of E-classroom including ICT equipment

such as laptop, projectors, and speakers amongothers,
> Report problems and concerns about ICT packages on school to the supplier

and SDO ICT Unit.
> (oordinate with the School Property Custodian in the inventory of all school
ICT equipment. +

> Assist in the preparation of School Improvement Plan or Annual
implementation Plan.



B. On ICT Programs and Projects

\

Spearhead the implementation of ICT Literacy via school LAC session.

Maintain the effec¢tive use of the E-classroom and monitor the utilization of the

other ICT equipment siich as laptops, projectors, and speakers, among others.

> Maintain schoo! LIS/BEIS account (username and password) and méntor
LIS/EBEIS online encoding.

> Provide assistance and/or facilitate in the early accomplishment of different
[CT-related DepEd Programs like LRMDS, e-class Record, DepEd Email

Account, eHRIS, and the like, .

y

C. On Partnership and Stakeholders Management

> Forge ICT-related MOU/ MOA with private organizations, SUCs, LGUs, and/or
Public/ Private Schools.

D. On ICT Technical Assistance

> Provide technical assistance among peers, learners, and school heads with
regard to the positive use of ICT in teaching and learning, and governance.

> Coordinate with District ICT and Division IT officer on the monitoring and
evaluation of ICT programs and projects to ensure effective feedback and
collaboration.

SPECIFIC FUNCTIONS

-

¢ a. Manage and maintain the ICT system and infrastructure of the School/District

to support operations.

b. Manage and implement ICT programs and projects in the School/ District to
ensure data validity and effective utilization of the system.

¢. Formulate plans for the School/District to effectively allocate the necessary
ICT resources of the division to support regional and national strategy,
operations, programs, and projects.

d. Participate and communicate with the Division and other ICT District and
School ICT Coordinators with regard to the implementation/accomplishment
of the Division/ Region/National ICT-related programs.

Recommended by:

School Head PSDS




Recommending approval:

P

Division T Officer : -

- w

Assistant Schools Division Superintendent

APPROVED:

Schools Division Superintendent

CONFORME:

Signature over Printed Name |
(Designated District/School ICT Coordinator)

o
+*




DR. CLEMENTE N. DAYRIT SR. ELEMENTARY SCHOOL

M. L. Quezon Street Lourdes Sur East, Angeles City
School Year 2020- 2021

CLASS SCHEDULE GRADE 4-A. BONIFACIO

Adviser: MRS. MARIA CECILE Y. CATANGHAL
— MUNDURY T TUESDAY NE “
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PROJECT:READS
(READING FOR
ENRICHMENT AND
DEVELOPMENT OF SKILLS
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Minutes S
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350 aso

350

Total No. of

1810
Minutes

Prepared: Noted: N

w
NENITA H. JORQUIA
Principal Il

FAY L. MARQUEZ
Chairperson, Special Committee on General Class Program

——.
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SAMPLE GENERAL SCHEDULE

11-ADLER
FLORENCE C. DE VEYRA
TEACHER Il
TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
7:00-8:00 MORNING ROUTINE/PREPARATIONS
ORAL COM EARTH SCIENCE EAPP GENMATH GENCHEM
Y. {Online Synchronous) g {Online Synchronous) (Online Synchronous)
8:00-9:00 Synchronous) G Synchronous) ;
Ms. De Veyra Mr. De Dios Ms. Sangalang Mr. Jacinto Ms. Ai Calma
ORAL COM EAPP
9:00-10:00 (Modular (Modular
Asynchronous) Asynchronous)
Ms. De Veyra EARTH SCIENCE Ms. Sangalang GENMATH GENCHEM
10:00-11:00 (Modular
Asynchioacis) (Modular Asynchronous) | (Modular Asynchronous)
11:00-12:00 Mr. De Dios Mr. Jacinto Ms. Ai Calma
12:00-1:00 LUNCH BREAK
- - HOMEROOM = (Adviser's Time:
TRERCALCVEDS L Y GUIDANCE RN Announcements)
1:00-2:00 h Svnch ) ( Synchiromats) (Online . © : nous) Ms. De Veyra
Mr. Butsayo Ms. Salazar Ms. De Veyra Ms. De Leon
st
s ';:m TN HOMEROOM 217 CENT
et S GUIDANCE chronous
Asynchronous) (R Ovn )
PRECALCULUS Ms. Salazar PEH Ms. De Leon
na (Modular (Online
299408 Asynchronous) Synchronous)
Mr. Butsayo Ms. Fernandez
PEH
e (Modular
4:00-5:00 A kre)
Ms. Fernandez
AVERAGE 8 8 8 4
MINUTES/DAY 480 480 480 480 240
TOTAL MINUTES 2,160
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Republic of the Philippines
Department of Education

Region 11
Schools Division of Angeles City

ANGELES CITY SCIENCE HIGH SCHOOL

SENIOR HIGH SCHOOL
SAMPLE TEACHER'S LOAD
SCHOOL YEAR 2020-2021

GRADE 11

PHILIP LLOYD F. ANGELES

TEACHER |

7 Tuesday Wednesday Thursday Friday
R BER) ! . | NOTE: Preparation of SLM/LAS,
- - - — = e Work Home Laatning Plan (WHLP},
9:00-10:00 MIL (ARRHENIUS) MiL (ARBER) MIL (ALHAZEN) individual Monitoring Learning
Plan (IMLP), Consultation with
Parents/Households,
10:00-11:00 MiL (ARRHENIUS) MIL (ARBER) MIL (ALHAZEN) Monitaring/Tracking of Learner's
Progress, Checking of Learning
11:00-12:00 MiL (ARRHENIUS) MIL (ARBER) MIL {ALHAZEN) e andonern,

2:00-3:00

12:00-1:00

MIL (ALCALA)

LUNCH BREAK

MIL(AMPERE)

MIL (AVOGADRO)

3:00-4:00 MIL (ALCALA) MIL(AMPERE) MIL {(AVOGADRO)
4:00-5:00 MIL (ALCALA) MIL{AMPERE) MIL (AVOGADRO)
AVERAGE 4 4 8 8
MINUTES/DAY 240 240 480 480
[TUAL TEACHING MINUT 24 X60=1,440
ANCILLARY: ICT COORDINATOR | CO ADVISER {12- | 300
TOTAL MINUTES 1,740
PREPARED NOTED
ALVIN F. BUTSAYD CAZARINA L. DAVID
CHAIRMAN, GENERAL CLASS PROGRAM Principal |
Conforme:

Philip Lioyd F. Angeles
Teacher|
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Hepublic of the Philippines

Bepartment of Education

REGION 1 - CENTRAL LUZON
SCHOCLS DIVISION OF ANGELES CITY
NORTHVILLE 15 INTEGRATED SCHOOL
NORTHVILLE 18 CUTUD, ANGELES CITY

Junior Figh Schoot (lass Program fon Modutar Distamce Learning - Drint

TEACHERS' SCHEDULE
Academic Year 2020-2021

FILIPINO DEPARTMENT
JERINIZA R. ADLAWAN ERNALIZ M. GAVINA
TIME/DAY MON TUE WED THUR FRi TIME/DAY MON TUE WED THUR FRE
AM AM
7:00 - 8:00 7:00 - 8:00
8:00 - 9:00 8:00 - 9:00
T Paper e Adviser's Paper
9:00 - 10:00 ; e Pipes 5 r 9:00 - 10:00 B Tions / ok Paper 4
10;00 - 11:00 ¥ Work : 10:00 - 11:00 = Consultation Work il
Hours
=] w0 =3
™ PM
LUNCH BREAK LUNCH BREAK
12:00 -1:00 12:00 -1:00
1:00 - 2:00 1:00-2:00
2:00 -3:00 “’Im“*“’,,‘ Paper 2:00 -3:00 Paper
7Courtesy | 7-Kindnass | 7-justice 7 B-Kalvi T-ntegrity |  8-loule
3:00 -4:00 Consultation 2 Work 3:00 - 4:00 2 Work
Hours
4:00 - 5:00 4:00 - 5:00
LOADS LOADS
NIDA DT. PANGAN CHARMAINE T. PALO
TIME/DAY MON TUE WED THUR FRI TIME/DAY MON TUE WED THUR FRI
A A
7:00 - 8:00 7:00 - 8:00
8:00 - 9:00 8:00 - 9:00
9:00 - 10:00 i ) 9:00 - 10:00 “T"m"“:," P‘::’
8-Bornoulll | BFermat | & s w
10:00 - 11:00 Consultation 10:00 - 11:00 Consuhation | SCOlsE
Hours Hours
i T -
™ M
LUNCH BREAK LUNCH BREAK
12:00 -1:00 12:00 -1:00
1:00 - 2:00 1:00 - 2:00
2:00 -3:00 2:00 -3:00
Paper Paper Paper Paper
B-Hooke B-Lavoisier B-Galilei 10 namingeny 104rving
3:00 - 4:00 Paper Work Work 3:00 -4:00 Work Work
work
4:00 - 5:00 4:00 -5:00
LOADS LOADS
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