QE-82T52

REPUGLIC OF THE PHILIPTIMES
DEPARTMENT OF FINAMNCE

BUREAU OF CUSTOMS
MAMILA 1029

March 1,

CUSTOMS MEMORANDUM ORDER
NO. S ol — 2oms

TO:  All Concerned Bureau Officials and Employees
All Ports and Subporis

SUBJECT: Implementation of Flexible Working Hours

Tu line with our policies to provide optimum service io the transacting public and
further facilitate trade, Flexible Working Hours shall be implemented in all poris and
subports of the Bureau of Customs pursuant to Section &, Rule XVII of the Omnibus
Rules Implementing Book V of EQ 292 and Other Perlinent Civil Service Laws.

Relative thercto, the following guidelines are hereby prezcribed:

1. The regular working hours in all pors and subports will be from 7:00 o'cluck
in the moming to 7:00 o'clock in the evening, Monday to Friday without noon
break.

2 1t shall be the responsibility of the Division/Office Chief concerned to arrange
the waorking schedule of each stafl on a two shill as followrs:

First Shifl — 7-00 AM Lo 4;00 PM with lunch break at 1 L:00 AM-1Z;00 NN
Second Shift — 10-00 AM to 7:00 PM with lunch break at 1:080 Ph-2:00 Ph

1 The shift schedule of each personnel shall be hiser regular permanent
working hours and shall therefore be the actual time to be reflected in haw'her
Daily Time Record, provided that shift assignments shall be switched every
30 days.

4 The shift schedule shall ensure that full and complele transaction services are

rendered by the division/olfice throughout the repular working hours, withoul
interruption of service.
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5. The tegular Monday Flag Raising Ceremony shall remain at 7:45 in the
morming provided that atiendance of persennel assigned on the 2™ shifi shall
no longer be required.

6. The District/Port Collector is further directed to coordinate with the
respective Arrastre Operator and other stakeholders of the port/subport in
order to ensure that this extended working houors is also fully supported by
their respective operations. :

On the other hand, the regular working hours of 8:00 AM to 5-00 PM shall be
maintained at the divisions/offices under the Office of the Commissioner except Lhat
services shall be rendered contimously. Hence, lunch break of personnel in cach
divisionfoffice shall be on 2 staggered basis.

This crder shail teke effect March 16, 2005, All Divigion/Office Chiel shall
submit the assigned regular worldng hours of his staff to the Chicf, Administrative
Division/Unit of the port/subport who shall in furn consolidate the seme for submission 1o
the Human Resources Management Division for records purposes. This first essignment
of shift shall be good umtl April 30, 2003 and shall then be switched every month

thereafter in accordance with Mo 3 hereof.
@ /@\;E 127/

- ALBERTO . LINA
Commissiomer

For strict compliance.
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. -Spgc. 2. Each head.of department.or apency’ shall require a daily reoord
* of attendance of all the officers and employe=s under him including those
/. sorying in the fickd of on the water, to be kept on thie proper form and, when-.
ever possible, regi on the Bundy clock. = -/ i

Seryice “in the ficld” shall refir to servics pendered outside, the office” 8
proper and service “on the water” shall refer Lo service rendered bn board & -
yessel, which is the uawal placs of work. - | S ;
s SEC. 3. Chiefs and Assistant Chicfs of agmir:i'whd BT ap;;:;'nl!::d. by
the President, officers who rank higher than these chiefs and pssistani chicls * -

- iy the tiree. branches of the goveramsnt, and other presideutisl appointess - o
peed not punch in the Rundy clock, but attendance and all sbsentes of such

' officers st be e EAERTE L fmhoo R T

Sic. 4. Falsification or iepularities in the heeping uf time Tecnnts will
render the guilty officer or employes pclinistratively linble witl I'pﬂjl.l—
dice o criminal proscoution 95 U circumstamees warant. i :
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‘.:-"EE._S.:{}meﬁ‘i_m]_tui]}lu}'q:ﬁ'luf all departments and agencies excepl -
thase covercd by special lays shall gender nol less fhan cight (8] hioarsof
work a day for five (3} days a week-vr o total of forty (40) hours & week, *

. enchusive of time for luach. As @ general rule, such hours shall be from elght
o'clock in the morming Lo twelve,o'clock noo and from one o'clotk to five. "
o"clockcin e afternoon oo ol days excepl Sanmdays,” Supdays ‘and Holi-
e T R L R FA Pl LI E L . =
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g, 6. Flexible working hours may be allowed subject to the:diseretion

* of the head of department or agency. In no case shall the weekly working,

 hours be reduced in the Event the department of 3geney ‘adapts the: flexi-time
schedule in reporting for woek. Vil SRR S R | T T T
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i Sgc, 7. In the exigency of the service, of when neceasary by jthe palure
+ of the wark of & particular agency.and upon representalions with, the Comi- -
~ mission by the department heads concemeid, requests [or the rescheduling or®

shifting of werk schedule of pasticular agency for a number of working days
less than the required five {3) days may be pllowed provided that governs
inent officials and employecs render @ total of fouty (40) hours & weck and ta
provided further that the pulblic is assupetkof cors working hours of eight in

o the morming to five in e aft=rnoon’ continueusky Tor the duration of the &~
" tige wu.rl'k-_‘i‘.':tk_." S .._,_....:___:_ o ST, R

oo gecs B Officers and employees who have incirred tardiness amd under- -
time regardiess of the pumber of misutes per day, tem (10} h.l'ﬂcs..ﬂ.murﬂh or
st [east two (2) consesutive mondhs during the ;.-u:ul- for-at kepst two- (Z)
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