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OFFICE ADDRESS: NATIONAL GOVERNMENT CENTER TELEPHONE NOS.; 929-6071 TO 78
E. DE LOS SANTOS AVENLUIE TELEFAX NQO.: 926-2846
QUEZON CI'TY PHILIPPINES TIN: 000-916-415
OUR REFERENCE:

MC No. 29 s. 2010

- TO: THE ACTING SENIOR DEPUTY ADMINISTRATOR, ACTING
DEPUTY ADMINISTRATORS, DEPARTMENT/ OPERATIONS/

PROJECT MANAGERS, DIVISION MANAGERS, AND
OTHERS CONCERNED

SUBJECT: MEMORANDUM CIRCULAR NO. 17, s. 2010 QF THE CIVIL
SERVICE COMISSION (CSC) RE: POLICY ON HALF DAY
ABSENCE

For vour information and guigance, aftacned is a copy of the above-cited

C&C Circuiar, dated 6 July 2010, it provides guidelines on Half Day Absence, as
follows:

1. Any officer or employee who is absent in the morning is considered fo
be tardy and is subject to the provisions on Habituei Tardiness; and

2. Any officer or employee who is absent in the afternoon is considered to
have incurred undertime, aubject to the provisions on Undertime.

It is understood that any officer or emplovee wno incurs tardiness/
undertime, regardless of the number of minutes/ hours, ten (10) times or more a

montn for at ieast two (2) months in a semesier or for at least two (2) consecutive
months during the year shall be liable for Simple Misconduect and/ or Conduct
Prejudicial to the Best Interest of the Service, as the case may be;

Office Circulars or parts thereof that are inconsistent herewith are hereby
revoked and/ or modified accordingly.

For strict compliance.

29 September 2010
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WHEREAS, pait of such accountability, responsibility and e nclency of public

nployees is the observance of the preser ibed eight-hour work schedule in a

siven working day or 40-hour work per week:
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WHEREAS, being absent for half a2 day results in failure of an officer or
oyee 1o observe the sight-hour work in & day;
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WHEREAS, in the case of Yadao-Guno, Carmenid . (L50 Kesolulion NG
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N0-D970 dated April 7, 2-0‘}@}‘ the Commission ruled that “hali-day absence iy incurred
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WHEREAS. the Civil Service Law, Rules and Repulations are silent as 1o what

constitute hail Gay absence;
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WHEREAS, there 15 a need to define how an off
administrajively liable for histher half day absences:
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BRESOLVED FURTHER, that these guidelines

s shall be prospecuive i
application and shall take effect fifteen {15) days afier its publication in a ;}EWEPL’I}?EI’ of
seneral circulation.
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