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I)IvlsloN MEMORANDund
NO.      nfiE             ,a.2o24

DlssEb[mATloN oF THE DEPED ORDER No. oo2 S. 2o24, DATED .ANUARv
26, 2o24, RE: I-IATE REmovAL oF ADrmNlsTRATlvE TASKs oF PUBI,Ic

SCEIOOL TEACHERS

To:       Assistant schools Division superintendent
Chief Education Supervisors
Unit Heads
Education Program Supervisors
Public Schools District Supervisors
Public Elementary and Secondary School Heads
All Others Concerned

1.         Please be informed of the DepEd order No. 002 s. 2024, entitled, "Immediate
RRemoval  Of Administr.ative  Tasks  Of  Public  School  Teachers",  dated  January  26,
2024.

2.         Attached is the DcpEd order No. 002 s. 2024, for reference and guidance.

3.         Immediate dissemination of and strict compliance with this Memorandum is
EIHne*IfERlr

7F
ENGR. EI)CARD C. DOMING0 PhD CES0 V

Schools Division Superintendent

£7icJ.: DepEd Order No. 002 s. 2024

Reference:

To be indicated in the Perpetual Index under the fo[1crwing subjects:

BENEFrls pOLlcy sERvlcE TEAcllERs TEAclllNG LOAD WORK HOuRs
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DepEd   ORDER
No.002` s  2024

IMrmDIATE REHovAI oF AI)rmlsTR^TlvE TAsrs
Op puBLlc SCHOOI, TEAclmRs

To :        U nd ersecretaries
Assistant Secretaries
Bureau and Service Directors
Reglonal  Directors
Schools  Division  Superintendents
Public` and  Pnvate  Elementary and Secondary School  Heads
Public and Pnvate Elementary and Secondary School Teachers
All Others Concerned

I.           The  Department  of  Education  (DepEd)  believes  that  the  core  of  quality  basic
education is a vibrant and quality teaching workforce. Under the MATATAG Agenda. the
Department  is  committed  to  enhancing  the  delivery  of ciuality  basic  education  while
promoting  teacher quality and  teacher welfare.  In  this  regard,  the  Department  issues
the enclosed guidelines on the Immediate R.movd of ^dnlnl.tratlve Tall. or Public
School Te&chcb.

2.           This  DepEd order (DO) is guided by agency directions to remove the nonteac`hing
tasks  of  teacher  to  give  support  to  teachers  to  teach  better   This  is  geared  toward
building a conduc.ive environment for effective teaching and  leaning to thrive.

3.          All  DOs  and  other related  issuances,  rules,  regulations.  and  provisions  that are
inconsistent with these guidelines are repealed.  rescinded. or modified accordingly.

4.          This   DO   shall   take   effect   immediately   upon   its   approval,    issuance,   and
publication on the DepEd website. This shall be registered `mth the Office of the National
Administrative Register (ONAR) at the University of the Philippines haw Center (UP LC),
UP Diliman, Quezon City.

5.          Any  clarirication  regarding  this  D0  shall  be  coordinated  with  the  Biireau  of
Hum.11 Re.ounce and OrgadLLrational Developnent6chool Bffectivenc.. Dlwi.loo ,
4th  Floor,  Mabini  Building,  Department  of Education  Central  Ofrice,  DepEd  Complex,
Meralco  Avenue,   Pasig  City  through  email  at  bhrod.sed("doped.gov.ph  or  telephone
number at  (02)  8633-5397.

6.          Immediate dissemination of and strict complianc.e with this order is directed.

DcpBdComple*Mcra]coAvcnuc.PasigCi"16(){)P8633-7208/8633-7228/8632-1361`S636-4876/8637-62094"/`wdepedgovph



# ,h#aD^unE#  .  .\¥mgo*L¥;6
Vice Presidem Of the  Rapublic Of the Philippines

Secretary Of the Department Of Eduoat\on

Encl.:
As stated

References:
DepEd Order No.16, s.  2009
DepEd  Memorandum No.  291`  s.  200e

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

BENEFITS
roL'CY
SERVICE
TEAcliERS
TEACHING  LOAD
WORK  HOURS



(Enclosure to DepEd Order No.002, s. 2024)

"BDIATE REHOvAL OF ADmNIsmTrvE TAsxs
oF puBLlc SCHooL TEAclnRs

I.      RATI0HAIC

The Department of Education  (DepEd) fervently believes that the core of quality
basic`   education   is   a   vibrant   and   quality   teaching   workforce.   With   this
commitment,  it  is  imperative  to  build  a  work  environment  for  teachers  that
upholds  and  protects  their welfare.  This  shall  include  measures  to  protect  the
workload and working hours of teachers.

Reports and  studies have indicated that teachers are being assigned additional
tasks that shift their focus from teaching. The 2018 Teacher Workload Balance
Study identified  approximately fifty  (50)  common  ancillary  services  assigned  to
teachers in addition to their regular teaching load. These extra duties are often
the  result  of understaffed  schools  being  unable  to  provide  sufricient  support
services.  The  absence  of standardized  guidelines  and  a  mechanism  to  review
these  tasks  further  compounds  the  issue.  Research  from  various  institutions
suggests  that  the  increase  in  administrative  assignments  significantly  impacts
teacher workload, ultimately affec.ting teaching quality and teacher well-being.

Through this Order, the Department alms to remove the administrative tasks of
teachers  to  enable  them  to  maximize  their  time  in  actual  classroom  teaching.
With  this  endeavor,  they  shall  be  able  to  focus  on  the  teac.hing  and  leaning
process and become effective facilitators of learning.  Furthermore, this initiative
by  the  Department  shall  help  protect  and  uplift  the  welfare  and  well-being  of
public school teachers to support them to teach better which in turn shall realize
quality learning among the Filipino learners.

11.       COOPB

This DepEd Order provides guidehines on the immediate removal of administl`ative
tasks of public school teachers.

This  Order covers all  DepEd-employed teachers engaged  in classroom  teaching,
on  a  full-time  basis,  under  permanent,  provisional,  or  subst]tute  status  in  all
public elementary and secondary schools.

This  polic`y  shall  be  implemented  across  all  governance  levels.  The  guidelines,
parameters,  and  processes  outlined  herein  shall guide  DepEd  schools,  Schools
Division Offices (SD0s), Regional Offic`es (ROs), and Central Ofrice (CO).

Ill.      DEFinlTloN OF TEREs

For th]s purpose, the following terms shall be defined as follows:

a.   Admlnl.tratlve  ta.I.  refer  to  tasks  related  to  the  effective  and  efficient
operations  of  schools  or  prograns,  projects,  and  services  which  are  not
directly related to teaching and academic leaming. These shall be performed
by School Heads and non-teaching personnel.



b.   Hop-Teaching Per.onnell  refer to those occupying non-teaching positions
whose primary duties and  responsibilities c`ontribute to the delivery of basic
education services and ac.hievement of agency outcomes, but neither involve
nor directly support the actual conduct of teac`hing or delivery of instruc`tion.

c.   School  He.dd  refer  to  persons  responsible  for  the  administrative  and
instructional  supervision  of the  school or cluster of schools  as  provided  for
in RA No. 9155. For the purpose of this policy, a duly designated Teacher-in-
Charge (Tic) is considered as a School Head.

d.   Te.cher.  refer  to  those  occ.upying  teaching  positions  directly  engaged  in
teaching  or  delivery  of instruction  in  the  elementary  and  secondary  levels
tiunior  high  school  and   senior  high  school)   in  schools   and   Community
Learning Centers (CLCs).

rv.      pot,ICY ST^TBim»T

This  DepEd  Order  alms  to  enable  teachers  to  focus  on  their  core  function  of
teachmg through the removal of administrati`'e tasks assigned to teachers. This
Order shall ensure that teachers' workload and working hours are maximized for
actual classroom teaching and tasks incidental to their normal teaching duties.

v.      GulDEL,II\rEs ^ro pRocEDUREs

JL  Removal of ^dmlnlctrative Ta.b

I.   Administrative  tasks  shall  be  removed  from  the  workload  of  teachers.
without prejudice to the teacher ancillary tasks as defined b.v other DepEd
issuances.  Accordingly,  School  Heads  and  non-teac.hing  personnel  shall
have    the    sole    responsibility    to    perfolTn    the    administrative    tasks
enumerated  hereunder.  These  tasks  shall  include,  but  are  not  limited  to
the following:

a.   Personnel Administratiori
b.   Property/ Physical Facilities Custodianship
c.   General Administrative Support
d.   Financial Management
e.    F{ec.ords Management
f.    Program  Management

i.   Feeding
ii.  School DRRM
iji. Other related prograns

2.   To  augment  the   non-teaching  personnel  requirements  of  schools,   the
following measures may bc implemented :

a.   SDOs may cluster deployed non-teaching personnel in accordance w]th
the deployment parameters issued by the Bureau of Human Resource
and Organizational Development (BHROD) ; and

I  DepEd order Nb, 007, s.  2023 or the Guidelines on the Recruitment,  Selecbon,  and Appolntment in

the Department of Education
2  Republic Act No. 9155 or the Governance of Basic Education Act of 2cO1



b.   SDOs and schools may hire personnel under Contract of Service (COS)
or Job Order (JO)  which  may be  charged  either against  Maintenance
and Other Operating Expenses (MOOD) or other alternative sources of
funding.

8.  Tool. al]d hecedur..

1.   To  provide  guidance  and  further  details  for  the  implementation  of this
policy,   the   Office   of   the   Undersecretary   for   Human   Resource   and
Organizational  Development  (OUHROD)  shall  provide  all  necessary  tools
and praccdures through a strand Memorandum, particularly on clustering
of schools  and  provision  of additional  MOOE  for  the  hiring  of COS/JO
personnel, if necessary.

2.   The  relevance  and  applicability  of  the  tools  and  procedures  shall  be
subjected  to  periodic  review  and  adjustments  by  OUHROD  as  may  be
necessay.

C.  Roles and Re.pob.mllities

I.  Central office

OUHR0I) through the B`ir€au ®r Human RceotLrce and Onganizati®nal
Development (BHROD):

a.   Conducts policy orientation and capacity-building to field offices as
deemed necessary;

b.   Monitors  and  evaluates  compliance  with  this  Order and  provides
appropriate and timely teehnieal assistance to rield offic`es;

c.   Periodically   assesses   and   reviews   the   implementing  guidelines
based on gathered reports and results of monitoring and evaluation;
and

d.   I+ovides supplementary tools to enhance the implementation of the
Policy.

2.  Regional officee

Office of the Regional Dlrcctor
a.   Ensures overall adherence of the SD0s and evaluates the impact of

the implementing guidelines of the Policy;
b.   Prepares a regional implementation plan  to support the objectives

of this policy; and
c.   Prepares   and   submits   reports   and   provides   recommendations

regarding this policy.

^d_mi?_!etmtlve tJndt - Personnel Section
a.   Monitors and evaluates complianc`e with th]s Order, in coordination

with  the  Policy,  Planning  and  Research  Division,  by  conducting
workload audit through the checking of the consolidated report on
esF7  (School  Personnel  Assignment  List  and  Basic  Prorile)  of the
SDO.



Field Technical A..i.tanc. rm.lob (FLT^D)
a.   Provides  appropriate  technical  assistance,  through  its  composite

team,  to enhance  the capacity of their SDOs  in  addressing school
concerns.

3.  school. Divi.ioti omcc8

Office or the Scho®le Divialon Superintendent
a.   Ensures overall adherence of schools and evaluates the impact of the

implementing guidelines of the Policy;
b.   Coordinates with the I.ocal Government Unit (Lou) and endeavors that

schools without nan-teaching items shall be provided with locally-hired
personnel  pending  the  completion  of  the  Guidelines  on  the  School
Organizational  Structure  and  Staffing  Standards  and  deployment  of
school-based non-teaching persormel;

School Gooemmce and Operation. "vl.loo (SGOD)
a.   Revisits  SD0  func`tions  and  processes  requiring  reports  and  creating

administrative  tasl{s  for  teachers  and  identifies  measures  to  remove
other tasks assigned to teac.hers;

b.   Orients,  capacitates,  and  provides  appropriate  and  timely  technical
assistance to school personnel on the implementation of this Order;

c.   Addresses     school     queries     and     conccms     in     relation     to     the
implementation of this policy;

d.   Monitors and evaluates the compliance wlth this Order; and
e.    Provides   technical   assistance   to   schools   based   on   the   results   of

monitoring and evaluation.

Adm I nl±tratlve Unit-Personnel 8ectlon
a.   Ensures   strict   compliance   with   the   deployment   and   prescribed

workload  for  school-based  personnel  by  conducting  personnel  and
workload   audits   in   coordination   with   the   Planning  and   Ftesearch
Section.

4.   School.

a.   School Heads ensure strict compliance with the prescribed workload of
teachers using esF7; and

b.   Strengthens  monitoring and  evaluation  of the  implementation  of this
Order.

D.  Grievance Hech.ni.in

Concerns,  complaints,  and/or violations  arising from  the  imp]ementation  of
this  policy  shall  be  addressed  through  the  grievance  machinery  provided
under  DO  No.  35,  s.  2004  (Reuision  Of the  Gneuance  Machineries  Of the
Deparfmert! o/Educatz.art/ or pertinent rules on administrative cases in the civil
service.

vl.      HOHITORmG ^nD Ev^Lu^TIOH

The Department of Educ`ation, through the BHROD. shall monitor, evaluate. and
review the inplementation of this policy.  Furthermore.  BHROD-SBD shall gather



feedback  on  the  implementation  of these  guidelines  from  concerned  personnel
across different governance levels.

Anchored   on   the   principles  of  decentralization   and   shared   governance,   the
Department  aims   to  empower  the   rield  ofrices   in   terms  of  monitonng  and
evaluating policy implementation and providing technical assistanc`e.

vll.     REPE^Imo cIAu8B

AIl   other   DepEd   Orders,   Memoranda,   and   related   issuances,   rules   and
regulations,  and  provisions  which  are  inconsistent  with  this  Order are  hereby
rescinded or modiried accordingly.

vln.     sEp^R^BILITy cL^usB

If any  provision of this Order is  declared  invalid  or unenforceable  by competent
authonty or the Courts, all other provisions not affec`ted shall remain in force and
in effect.

K.      TR^)f8ITORY PROVIS[OH

To ensure the smooth and effective implementation of this Order, the SDOs shall
immediately  implement  the  following  within  a  period  not  exceeding  sixty  (60)
calendar days:

a.  Clustering  Strategies  -  Schools  without  existing  or  sufricient  non-teaching
personnel shall be clustered, with each cluster being composed of a maximum of
three  (3)  schools;

b.  Deploy  administrative  support  personnel  to  perform  administrative  tasks  for
the clustered schools;

c.  Immediately transfer and turnover existing administrative tasks performed by
teachers to school heads and non-teaching personnel; and

d. Hire additional Administrative Support personnel. if necessary.

The  RO  and  SDO  conccmed  shall  provide  schools  with  the  necessary  support
dunng this transition period.

In view of the ongoing study on the School Organizational Stnicturc. and Staffing
Standards,  provisions  that  may  be  found  inconsistent  with  its  implementation
shall be subject to further review.

x.     EFTEc'rlvlTy

This DepEd Order shall take effect immediately upon its approval, issuance. and
publication on  Its website.  Certiried copies of this Order shall be registered with
the Ofrice of the. National Administrative Register (ONAR) at the University of the
Philippines haw Center (UP LC),  UP Diliman, Quezon City.
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