Republic of the Philippines
Bepartment of Education

REGION VIII
SCHOOLS DIVISION OF BILIRAN

October'6, 2020

DIVISION MEMORANDUM
No. N8y s. 2020

USE OF BIOMETRIC MACHINE FOR THE DAILY TIME RECORD AND
REITERATION ON THE POLICY IN THE SUBMISSION OF CSC FORM 6

To: ASSISTANT SCHOOLS DIVISION SUPERINTENDENT
CHIEF EDUCATION SUPERVISORS
PUBLIC SCHOOLS DISTRICT SUPERVISORS
PUBLIC ELEM. AND SEC. SCHOOL HEADS
ALL TEACHING AND NON-TEACHING PERSONNEL
This DIVISION

# In order to record the attendance and to save paper for the logsheets
attached to the individual Daily Time Record (CS Form 48), this Office
recommends the use of biometric machine/bundy clock and logbook starting
October and onwards, with strict observance of the minimum health
standards protocol for the safety of every personnel.

5 As precautionary measures, the following must be observed:

2.1 Use of alcohol or hand sanitizer before and after using the biometric
machine

2.2 Use of own writing pen for the logbook (back up in case of biometric
machine error or brownout)

2.3 Always wear face mask and observe social distancing.

5 The Division’s Alternative Work Arrangement (AWA) per Division
Memorandum No. 161 s. 2020 will still be followed, with emphasis on item
no. 3 “The Public Schools District Supervisors and School Heads are
empowered to decide on the alternative work arrangement that is most
appropriate/applicable in their respective stations based on the
prevailing community quarantine and health situation in the area”.

4. Only those who are on work-from-home shall prepare the
Individual Daily Log and Accomplishment Report (IDLAR).
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