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MEMORANDUM ORDER
No.
Series of 2025

SUBJECT:  OFFICIAL WORKING HOURS FOR CONTRACT OF SERVICE (COS) AND
JOB ORDER (JO) PERSONNEL

In the interest of the service and to maintain smooth flow of operations in the office, the
following guidelines on official working hours for contract of service (COS) and Job
Order (JO) Personnel are hereby implemented:

1. Official Working Hours for COS and JO:
The official working hours shall be from 8:00 AM to 5:00 PM, Monday to
Friday, inclusive of a one-hour lunch break.

o

Grace Period:

A grace period of 30 minutes will be granted to allow employees leeway
to cover for traffic. Thus, the Time-In for COS/JO personnel will be from
8:00 am to 8:30 am and Time-Out is from 5:00 pm to 5:30 pm. As such,
COS/JO personnel who timed-in for work on 8:31 am and beyond shall
considered tardy and those with less than eight (8) hours rendered
service during the day shall be considered undertime.

Civil Service Commission (CSC) Policy on Tardiness (MC No. 04, series 1991)
2017 Rules on Administrative Cases in the Civil Service - Rule 10.b.5. and F.4
“Any employee shall be considered habitually tardy if he incurs tardiness,
regardless of the number of minutes, ten (10) times a month for at least (2)
months in a semester or at least two (2) consecutive months during the year.

Civil Service Commission (CSC) Policy on Undertime (MC 16, series 2010)
2017 Rules on Administrative Cases in the Civil Service - Rule 10.b.10,; D.2
and F.3.

“Any officer or employee who incurs undertime regardless of the number of
minutes/hours, ten (10) times a month for at least two (2) months in a semester
or two (2) consecutive months in a year shall be liable for Simple Misconduct
and/or Conduct Prejudicial to the Best Interest of the Service as the case may
be.”

3. Special Note for Mondays:
On Mondays, the grace period is suspended due to the Flag Ceremony
conducted at the start of the workweek. Employees are expected to be
present and ready to commence work promptly at 8:00 AM for the flag
ceremony and their respective duties.

CSC Memorandum Circulars No. 4 5.1991 and No. 23, 5.1998 — Policy on Tardiness
CSC Memorandum Circular No. 16, series of 2010 — Policy on Undertime
2017 Rules on Administrative Cases in the Civil Service — Rule 10. Sections B to F'
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Your cooperation and punctuality are highly appreciated to promote discipline and
orderliness within our organization.

This order shall take effect immediately and shall supersede all other orders
inconsistent herewith.

Done this 3th day of 04’9“4'{; 2025.

GERALD GLENN F.PANGANIBAN, Ph.D.
Director
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CSC Memorandum Circular No. 16, series of 2010 — Policy on Undertime
2017 Rules on Administrative Cases in the Civil Service — Rule 10. Seciions B to F
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SUBJECT ; Policy on Undertime

. Pursuant to CSC Resolution No. 10-1357° dated July 6, 2010, the Commission

" resolves that undertime is not classified as tardiness. However. due to the inimical effect
of undertime to public service, which cannot be countenanced, the following guidelines
on Undertime is hereby promulgated, as follows:

I. Any officer or employee who incurs undertime., regardless of the
number of minutes/hours, ten (10) times a month for at least two
months in a semester shall be liable for Simple Misconduct and/or
Conduct Prejudicial to the Best Interest of the Service, as the case may
be; and

o

Any officer or employee who incurs undertime. regardless of the
number of minutes/hours, ten (10) times a month for at least two 2)
consecutive months during the year shall be liable for Simple
Misconduct and/or Conduct Prejudicial to the Best Interest of the
Service, as the case may be.

FRANCGASCO T.DUQUE 111, MD, MSc

Chairman

06 AUG 2010
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" CSC Res. No. 10-1357 was published in the Philippine Daily Inquirer on July 28, 2010.
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Re: Policy on Undertime
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rEsoLuTionNo. 101357

WHEREAS, Section 1, Article X1 of the 1987 Constitution. states that " Pubhlic
officers and employees must at ull times be accountable to the people, serve them with
utmost responsibility, integrity, loyalty, and efficiency, act with puatriotism und justice,
and lead modest lives”;

WHEREAS. part of such accountability, responsibility and efficiency of public
officers and employees is the observance of the prescribed eight-hour work schedule in a
given working day or 40-hour work per week;

WHEREAS, by incurring undertime, an officer or employee fails to observe the
prescribed eight-hour work in a day;

WHEREAS, in the case of Yadao-Guno, Carmelita P. (CSC Resolution No.
00-0970 dated April 7, 2000). the Commission defined undertime as “working time tha
is less than the full time or the required minimum. This is usually incurred by an officer
or employee who leaves or quits from work earlier than the usual eight-hour work
schedule in a given working day; '

WHEREAS, undertime is not considered as an administrative offense;

WHEREAS, it is the present practice to classify undertime as tardiness, thus.
penalized under the offense of Habitual Tardiness;

WHEREAS, in the case of Caballes, Zenaida Z. (CSC Resolution No. 08-1198
dated June 23, 2008), citing the case of Yadao-Guno, Carmelita P., the Commission
ruled that respondent is not liable for Habitual Tardiness because the “number of
undertime that the respondent incurred cannot be classified as tardiness ",

WHEREAS. while undertime is not classified as tardiness and is not considered
as an administrative offense, there is a need to set the limit as to the number of times an
officer or employee is allowed to go on undertime: ' '

WHEREAS, undertime for more than that allowed shall be considered as falling
under the administrative offenses of Simple Misconduct and/or Conduct Prejudicial to the

Best Interest of the Service: G/
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NOW, THEREFORE, the Civil Service Commission. as the central human
resource institution of the government, resolves to promulgate the following guidelines
on Undertime, as follows:

1. Any officer or employee who incurs undertime, regardless of the
number of minutes/hours, ten (10) times a month for at least two
months in a semester shall be liable for Simple Misconduct and/or
Conduct Prejudicial to the Best Interest of the Service, as the case may
be: and

2. Any officer or employee who incurs undertime. regardless of the
number of minutes/hours, ten (10) times a month for at least two (2)
consecutive months during the year shall be liable for Simple
Misconduct and/or Conduct Prejudicial to the Best Interest of the
Service. as the case may be.

RESOLVED FURTHER that these guidelines shall be prospective in application
and shall take effect fifteen (15) days after its publication in a newspaper of general
circulation.

Quezon City. 06 JuL 2010 -

FRANCISCO/T. DUQUE III

e

Chairman
/ / — -
CE§AR D. BUENAFL A . A Z-
Commissioner Commissioner
Attested by:

DOLORES B. BONIFACIO
Director [V
Commission Secretariat and Liaison Office
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C. The grave offense of Inefficiency and Incompetence in the performance of official
duties may be punishable by Demotion. In this case, the guilty person shall suffer
diminution in salary corresponding to the next lower salary grade with the same

D.

10,

14.
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Gross Insubordination;
Conduct Prejudicial to the Best Interest of the Service;

Directly or indirectly having financial and material interest in any
transaction requiring the approval of one’s office. Financial and
material interest is defined as pecuniary or proprietary interest by
which a person will gain or lose something;

Owning, controlling, managing or accepting employment as officer,
employee, consultant, counsel, broker. agent, trustee, or nominee in
any private enterprise regulated, supervised or licensed by one’s
office, unless expressly allowed by law:

Disclosing or misusing confidential or classified information
officially known by reason of one’s office and not made available
to the public, to further one’s private interests or give undue
advantage to anyone, or to prejudice the public interest:

Obtaining or using any statement filed under the Code of Conduct
and Ethical Standards for Public Officials and Employees for any
purpose contrary to morals or public policy or any commercial
purpose other than by news and communications media for
dissemination to the general public; and

Recommending any person to any position in a private enterprise
which has a regular or pending official transaction with one’s office,
unless such recommendation or referral is mandated by (1) law, or
(2) international agreements, commitment and obligation, or (3) as
part of the function of one’s office.

salary step.

The following less grave offenses are punishable by suspension of one (1) month
and one (1) day to six (6) months for the first offense; and dismissal from the

service for the second offense:

1.

Simple Neglect of Duty:

2. Simple Misconduct;

3. Discourtesy in the Course of Official Duties;

C
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E. The less grave offense of Simple Dishonesty is punishable by suspension of one
(1) month and one (1) day to six (6) months for the first offense; six (6) months
and one (1) day to one (1) year for the second offense: and dismissal for the third

—meee X

Violation of existing Civil Service Law and rules of serious nature:
Insubordination:;
Habitual Drunkenness;

Unfair discrimination in rendering public service due to party
affiliation or preference:

Failure to file sworn statements of assets, liabilities and net worth, and
disclosure of business interest and financial connections including
those of one’s spouse and unmarried children under eighteen (18)
years of age living in one’s household;

Failure to resign from one’s position in the private business enterprise
within thirty (30) days from assumption of public office when conflict
of interest arises, and/or failure to divest oneself of one’s
shareholdings or interest in private business enterprise within sixty
(60) days from assumption of public office when conflict of interest
arises; Provided. however, that for those who are already in the service
and conflict of interest arises, the official or employee must either
resign or divest himself/herself of said interest within the periods
hereinabove provided, reckoned from the date when the conflict of
interest had arisen; and

Engaging directly or indirectly in partisan political activities by one
holding non-political office.

offense.

F. The following light offenses are punishable by reprimand for the first offense;
suspension of one (1) to thirty (30) days for the second offense; and dismissal from

the service for the third offense:

Simple Discourtesy in the Course of Official Duties;
Improper or unauthorized solicitation of contributions from
subordinate employees and in the case of teachers or school officials

from school children;

Violation of Reasonable Office Rules and Regulations:

L
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8. Receiving for personal use of a fee, gift or other valuable thing in the
course of official duties or in connection therewith when such fee,
gift or other valuable thing is given by any person in the hope or
expectation of receiving a favor or better treatment than that accorded

to other persons. or committing acts punishable under the anti-graft
laws:

9. Contracting loans of money or other property from persons with
whom the office of the employee has business relations;

10. Soliciting or accepting directly or indirectly, any gift, gratuity, favor,
entertainment, loan or anything of monetary value in the course of
one’s official duties or in connection with any operation being
regulated by, or any transaction which may be affected by the
functions of one’s office. The propriety or impropriety of the
foregoing shall be determined by its value. kinship, or relationship
between giver and receiver and the motivation. A thing of monetary
value is one which is evidently or manifestly excessive by its very
nature:

11. Nepotism: and

12. Disloyalty to the Republic of the Philippines and to the Filipino
people.

B.  The following grave offenses shall be punishable by suspension of six (6) months
and one (1) day to one (1) vear for the first offense and dismissal from the service
for the second offense:

. Less Serious Dishonesty:

2. Oppression:

3. Disgraceful and Immoral Conduct:

4. Inefficiency and Incompetence in the Performance of Official Duties;

5. Frequent Unauthorized Absences (Habitual Absenteeism);

6. Habitual tardiness in reporting for duty causing prejudice to the
operations of the office:

7. Loafing from Duty During Regular Office Hours:

8. Refusal to Perform Official Duty:

"



