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Pursuant to Memorandum Circular (MC) No. 61, s. 2026, the Agency adopted a Work-
From-Home (WFH) arrangement every Friday to support employee productivity and
well-being while ensuring operational efficiency. This flexible arrangement is further
anchored on the directives of the national government under Executive Order No. 110, s.
2026, which declared a State of National Energy Emergency, and Office of the President
Memorandum Circular No. 114, which mandates all government agencies to strictly
implement energy conservation measures and flexible work protocols to reduce public
resource consumption amid global fuel supply volatility. However, to preserve public
trust and maintain excellent public service delivery under these crisis-response
measures, the management reiterates that the Friday WFH arrangement remains an
official alternative work site setup and not a suspension of regular office hours. This
Circular is issued to define and penalize acts of loafing, loitering, or unauthorized
absences during the Friday WFH hours, ensuring strict accountability and
professionalism across all NIA offices.

In line with Sections 1V, V, and VI of MC No. 61, s. 2026, all officials and employees
authorized to observe the Friday WFH arrangement shall strictly adhere to prescribed
operational standards. Personnel must render a full eight working hours on Fridays,
observing a time-in between 7:00 am to 9:00 am and a time-out between 4:00 pm to 6:00
pm, exclusive of the lunch break. They are required to remain strictly on-call and fully
accessible throughout regular office hours via official online platforms, Viber, email, or
mobile phones for continuous coordination and consultation. Furthermore, employees
must record their daily attendance accurately via the HRMIS for morning check-in, lunch
break check-out and check-in, and afternoon check-out, while ensuring the continuous
attainment of Agency targets. Consequently, the disciplinary rules against loafing and
unauthorized absences from duty detailed herein shall apply equally to all onsite
reporting personnel who fail to maintain continuous presence at their designated
physical workstations or field assignments during official hours.

In accordance with the 2025 Rules on Administrative Cases in the Civil Service (RACCS),
loafing is formally defined as frequent unauthorized absences from duty during regular
office hours despite entering attendance in the office. For the purpose of the Friday WFH
arrangement, this applies to personnel who successfully record their attendance logs via
the HRMIS, but are subsequently found to be engaging in unauthorized activities during
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official hours. This includes workspace abandonment, which is the act of leaving the
designated remote or home workspace to conduct personal business, run household
errands, or engage in recreational activities without an approved leave of absence. This
also includes communication unresponsiveness, which is the failure to respond to official
calls, messages, emails, or urgent operational directives from supervisors, colleagues, or
clients within a reasonable period, thereby abandoning active duty. Furthermore, this
explicitly encompasses the unauthorized practice of a profession, moonlighting, or
engaging in private business and secondary employment during official NIA working
hours; any such activity conducted during designated agency hours regardless of whether
the employee has been granted prior limited authority to practice their profession

outside of office hours is strictly prohibited and shall be treated as an absolute
abandonment of duty.

Loafing is a severe infraction that compromises the agency's commitment to effective
service delivery. Under Rule 10, Section 63 (A) (2) (j) of the 2025 RACCS, loafing or
frequent unauthorized absences from duty during regular office hours is classified as a
Grave Offense. Any official or employee found guilty of loafing during the Friday WFH
hours shall face the statutory penalty of suspension for six months and one day to one
year for the first offense, and dismissal from the government service for the second
offense. Furthermore, working beyond regular hours to offset periods of
unresponsiveness or unauthorized absence during the day is strictly prohibited and will
not exculpate the employee from administrative liability.

This Circular shall take effect immediately and shall complement the guidelines enforced
under MC No. 61, s. 2026.

For guidance and strict compliance.
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