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MANAGERS, DIVISION MANAGERS, AND ALL OTHERS CONCERNED 

SUBJECT: RETURN TO REGULAR FIVE-DAY WORKWEEK WITH WORK-FROM-

HOME (WFH) ARRANGEMENT ON FRIDAYS 

I. RATIONALE 

In line with the Agency's commitment to operational efficiency, effective service delivery, 

and enhanced coordination among offices, and taking into consideration the positive results 

of the Flexible Work Arrangement (FWA) in supporting employee productivity and well-

being, the return to the five-day workweek with a Work-From-Home (WFH) arrangement 

every Friday is hereby adopted. 

II. SCOPE AND COVERAGE 

This Circular shall apply to all officials and employees of the Agency, regardless of 

employment status whether regular / permanent employees, casual employees, Contract of 

Service and Job Order workers in all NIA Offices. 

III. EXCEPTIONS 

The WFH on Fridays does not cover personnel rendering essential services and requiring 

continuous onsite presence, such as but not limited to Security guards and facility protection 

staff; Maintenance personnel for buildings, irrigation systems, dams, canals and related 

infrastructure; Staff involved in emergency preparedness, flood response, water distribution 

monitoring and rapid repair activities; Personnel directly assigned to construction activities; 

Personnel responsible for project implementation and those tasked to submit urgent 

requirements to oversight/line agencies, subject to the approval of their respective 

Department/ Regional / Project Managers. 

IV. WORKWEEK AND WORK SCHEDULE 

All officials and employees shall render a total of forty (40) working hours per week or eight 
(8) working hours per day, exclusive of the lunch break, with onsite reporting from Monday 
to Thursday and the observance of WFH arrangement every Friday, subject to the provisions 
of this Circular. 

In the implementation of the FWA under this Circular, the existing flexible working hours at 
the Central Office shall continue to be observed by both onsite and WFH personnel, as 
indicated below: 

Monday 
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Tuesday to Thursday 
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Time Out & In 

Between 
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12:00nn to 1:00 pm 
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4:00 pm to 6:00 pm 

e to observe their existing office hours. 
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V. WORK FROM HOME ARRANGEMENT ON FRIDAYS 

To ensure the effective implementation of the Work-From-Home (WFH) arrangement and 

the continuous attainment of Agency targets, all officials and employees shall: 

a. Remain on call and fully accessible throughout the regular office hours via online 

platforms such as messenger, viber, email or other approved tools, as well as mobile 

phone, for coordination, consultation or urgent matter; 

b. Personnel below the Division Manager level, shall Submit a monthly WFH 

Commitment Report indicating the tasks planned during the Friday WFH 

arrangement, and a corresponding WFH Accomplishment Report reflecting the 

tasks actually completed. 

The Commitment Report shall be submitted on or before the last Monday of each 

month starting June 29, 2026, while the Accomplishment Report shall be submitted 

on or before the first Tuesday of the succeeding month starting August 4, 2026, to 

the Manager, Administrative Department (Central Office) or Manager, 

Administrative and Finance Division (Field Offices). The prescribed report 

templates are attached as Annexes 1A, 1B, 2A, and 2B. 

VI. ADDITIONAL INSTRUCTIONS 

a. Attendance Recording During WFH 

Employees under WFH Arrangement shall ensure the mandatory use of the HRMIS 

including the attendance recording of morning check-in, lunch break check-out and 

check-in, and afternoon check-out. Field Offices where the HRMIS is not yet fully 

implemented shall continue to observe existing attendance procedures; 

b. Attendance Recording for Exceptions and Onsite Reporting 

Employees required to report onsite shall continue to record their attendance 

through the biometric system. Field Offices where Biometrics is not implemented 

or available shall continue to observe existing attendance procedures. 

VII. RESPONSIBILITIES OF HEADS OF OFFICES 

Heads of Offices shall ensure the effective implementation of this Circular and shall establish 
appropriate supervision, monitoring, and performance-tracking mechanisms to guarantee 
accountability, productivity, and uninterrupted service delivery. 

VIII. REPEALING CLAUSE 

All issuances, orders, rules, regulations, and practices inconsistent with this Circular are 
hereby amended, modified, or repealed accordingly. 

IX. EFFECTIVITY 

This Circular shall take effect on June 29, 2026 (Monday) and shall remain in force until 
otherwise amended or revoked. 

For guidance and strict compliance. 

ENGR.ED 
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MONTH: 

WORK FROM HOME ARRANGEMENT - INDIVIDUAL COMMITMENT 
(personnel below Section Chief Level) 

Annex 1A 

9AGONG VILIOINAS 

Date COMMITMENT 

Submitted by: 

Name<Employee> 

Validated by: 

Name<Section Chief or immediate 

supervisor> 

Approved by: 

Name<Division Manager> 

Noted by: 

Name< Department / Regional / 

Project Manager> * 

(Not necessary for IMO) 

Date:   Date:   Date:   Date:  
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Republic of the Philippines 
OFFICE OF THE PRESIDENT 

NATIONAL IRRIGATION ADMINISTRATION 
CENTRAL OFFICE 

NAME: 

POSITION: 

OFFICE: 

MONTH: 

WORK FROM HOME ARRANGEMENT - INDIVIDUAL COMMITMENT 
(at Section Chief Level) 

Annex 1B 

Date COMMITMENT 

Submitted by: 

Name<Employee> 

Date:  

National Government Center, EDSA, Diliman, Quezon City, 1100 
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Validated by: 

Approved by: (IMO) 

Name<Division Manager> 

Date:  

Approved by: 

Name<Department / Regional / Project 

Manager> 
(Not necessary for IMO) 

Date:  
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WORK FROM HOME ARRANGEMENT - INDIVIDUAL ACCOMPLISHMENT 
(personnel below Section Chief Level) 

Annex 2A 

9AGOMQ PUPAS 

DATE COMMITMENT ACCOMPLISHMENT REMARKS 
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Name<Employee> 

Validated by: 

Name<Section Chief or 

immediate supervisor> 

Date:  
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Date:  
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Republic of the Philippines 

OFFICE OF THE PRESIDENT 

NATIONAL IRRIGATION ADMINISTRATION 
CENTRAL OFFICE 

NAME: 

POSITION: 

OFFICE: 

MONTH: 

WORK FROM HOME ARRANGEMENT - INDIVIDUAL ACCOMPLISHMENT 
(at Section Chief Level) 

Annex 2B 

DATE COMMITMENT ACCOMPLISHMENT REMARKS 

Submitted by: 

Name<Employee> 

National Government Center, EDSA, Diliman, Quezon City, 1100 Philipptlips 

Trunk line Numbers: (02) 8 929 6071 to 78 • Telefax Number: (02) 8 928 9343 

Email: contact-us@nia.Rov.ph • Website: www.nia.gov.ph • TIN: 000916415 

Validated by: 

Approved by: (IMO) 

Name<Division Manager> 

Date:  

Approved by: 

Name<Department / Regional / Project 

Manager> 

Not necessary for IMO 

Date:  
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