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SUBJECT:  GUIDELINES ON THE IMPLEMENTATION ON THE WORK - FROM -
HOME (WFH) ARRANGEMENT FOR BOTH EMERGENCY AND NON -
EMERGENCY SERVICES

I. Legal Basis

The implementation of the Work-From-Home (WFH) arrangement is anchored on
Civil Service Commission (CSC) Resolution No. 2200209, issued on May 18, 2022,
which institutionalizes flexible work arrangements in government. This resolution
authorizes government agencies to adopt schemes such as WFH, skeleton workforce,
and other alternative arrangements, provided that these support efficient public
service delivery and are based on an output-oriented performance monitoring
system. Under the policy, employees may be allowed to work remotely upon approval
by the head of agency or authorized official, subject to submission of work plans,
accomplishment reports, and regular supervisory oversight.

In alignment with the CSC policy, the Department of Agriculture (DA) issued
Memorandum Circular No. 141, series of 2022, which outlines the procedures for
implementing WFH within DA offices and attached agencies. The DA circular allows
the use of WFH arrangements during emergencies, such as public health threats,
natural calamities, and transportation disruptions, and also provides discretion to
agency heads to approve WFH for valid and documented non-emergency reasons. The
policy emphasizes the need to ensure uninterrupted delivery of agricultural and
fishery services while safeguarding the health, safety, and well-being of employees.

II. Objective

A. To ensure the continuity of public service and operational efficiency by allowing
eligible employees to perform their duties remotely through a Work-From-Home
(WFH) arrangement, either during emergencies or under valid non-emergency
circumstances, subject to agency approval and monitoring.

B. To promote energy efficiency and conservation in the implementation of WFH
arrangements, in line with the CSC MC’s encouragement of low-cost measures and
efficient technology.
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I11. Scope and Coverage

A. These guidelines apply to all regular and plantilla employees under the
Bureau/Unit who:

1. Can perform their tasks remotely without disruption to public service;

2. Are affected by emergency situations (e.g., natural disasters, health threats);

3. Are temporarily unable to report onsite due to sickness, recovery, or other
valid reasons.

B. The guidelines also cover reasonable work arrangement/s to senior citizens,
persons with disability (PWDs), pregnant and nursing mothers,
immunocompromised individuals or persons with chronic conditions, and those
who suffered from accidents affecting mobility but can physically and mentally
work,, in accordance with the CSC MC No. 06, s. 2022 provisions.

IV. Types of WFH Arrangements
A. Emergency-Based WFH

1. Activated during officially declared emergencies (e.g., pandemics, typhoons,
transport strikes).

2. Implemented through internal memos following DA or national government
directives.

B. Request-Based WFH for Valid Reasons
May be requested by employees who are unable to report onsite due to:

Mild illness or ongoing recovery.

Medical conditions that limit mobility or require temporary isolation.
Personal emergencies (e.g., transportation issues, caregiving obligations).
Other justifiable and documented circumstances.

Approval is at the discretion of the Division/Office Head.

N

C. WFH Arrangement Due to Sickness or Medical Recovery

1. General Policy

The WFH arrangement may be allowed for employees under serious medical
conditions who can physically and mentally perform regular work assignment,
undergoing medical recovery, or having health conditions that do not impair their
capacity to work but temporarily prevent them from reporting onsite. This
ensures that service continuity is maintained without compromising the
employee’s health or public health protocols
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2. Eligibility Criteria
An employee may request WFH due to sickness if:

i. The illness or sickness is a serious medical condition such as cancer,
diabetes mellitus, chronic kidney disease and other analogous diseases,
but warrants rest from physical commute or workplace exposure;

ii. Those who suffered from accidents affecting mobility;
iii. The employee is under medical observation, quarantine, or isolation, as
per doctor's advice;
iv. The employee is in the recovery phase of a health condition but is able
to carry out work remotely;
v. The employee has a chronic or temporary medical condition that
requires work modifications or location flexibility.

3. Documentation Requirements

To avail of WFH due to sickness or recovery, the employee must submit:

i. A written request stating the nature of the condition, requested WFH
dates, and proposed deliverables.

ii. A medical certificate or doctor’s note indicating: Diagnosis (optional, if
confidential: general statement like fit for light duty), advisability of
remote work, duration of needed isolation or modified duty, if
applicable.

Please note that BPI shall respect medical confidentiality in line
with the Data Privacy Act. Sensitive health information must be
treated with discretion.

4. Approval and Monitoring

The Division/Office Head shall determine whether the employee’s condition
and duties are suitable for WFH.

If approved, the deliverables and performance expectations must be clarified
in writing.

The supervisor shall monitor outputs through submission of accomplishment

reports and virtual check-ins through Zoom, MS Themes platforms and other
video conferencing platforms.
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D. Limitations

1. Ifthe illness progresses or impairs work capacity, the employee shall
immediately file Sick Leave, and the WFH arrangement shall be discontinued.

2. Employees under WFH due to illness shall not be assigned physical/on-site
tasks.

3. No overtime pay shall be granted unless prior approval was given under
exceptional circumstances.

E. Return-to-Work Guidance

1. Upon full recovery, the employee shall inform the supervisor and resume the
standard work arrangement (onsite or hybrid, as applicable).

2. In prolonged or recurring cases, HR and the supervisor may require
clearance from a physician prior to full onsite resumption.

V. Conditions for Approval
A. The employee must:

1. Submit a formal WFH request letter, indicating the reason and duration.

2. Provide supporting documents, e.g., medical certificate or justification letter.

3. Agree to specific tasks or deliverables with their immediate supervisor.

4. Bereachable and available online during official working hours (8:00 AM to
5:00 PM).

B. The Division/Office Head shall:

1. Confirm the suitability of the tasks for WFH.
2. Ensure continuity of work and service delivery.
3. Approve or disapprove the request in writing.

V1. Monitoring and Accountability
A. Employees on WFH shall:

1. Submit daily or weekly accomplishment reports.
2. Login and out using the agency’s timekeeping system or Google Forms log

sheet, if applicable.
3. Attend required online meetings and respond to calls/messages during work.
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B. Supervisors shall:

1. Monitor outputs based on agreed deliverables.
2. Provide feedback and document performance as part of regular evaluation.

VII. Work Limitations and Security

1. Work must be done from the declared residence or designated remote
location. Use of WFH while on leisure travel is not allowed.

2. Employees mustuse government-issued or approved devices and comply with
data privacy and confidentiality protocols.

3. Employees are encouraged to adopt energy-efficient practices and utilize
technology that minimizes energy consumption while working remotely.

VIII. Leave and Compensation

1. Employees who are unfit to work (e.g., severe illness) shall file for sick leave
instead of availing of WFH.

2. WFH does not entitle the employee to overtime pay unless otherwise
approved under exceptional cases.

IX. Duration and Review
WFH arrangements are temporary and:

1. May be granted for a period of one (1) month. Renewable upon reassessment
and upon approval, the required attachments and documentation required
will be duly submitted

2. Must be reviewed by the Division/Office Head for performance and
compliance.

3. The WFH policy shall be reviewed and updated every two (years) to ensure its

continued relevance and responsiveness to changing needs and conditions, in
accordance with the CSC MC.

X. Forms and Documentation
The following forms shall be used:

WFH Request Form

Supervisor's WFH Approval Sheet

Daily/Weekly Accomplishment Report Template

WFH Timesheet/Log Sheet (HR to prepare/develop these forms)
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XI. Effectivity

These guidelines shall take effect immediately upon approval and dissemination and
shall remain in force unless revised or superseded by higher authority.

Done this isd day of Jul 2025.

GERALD GLENNﬁ. PANGANIBAN, PhD

Director
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