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Republic of the Philippines
DEPARTMENT OF TRANSPORTATION
BEST PRACTICES IMPLEMENTED BY THE DEPARTMENT OF TRANSPORTATION IN
ENSURING A SAFE WORKPLACE AND IN THE MANAGEMENT OF WORK FROM HOME
(WFH) PERSONNEL DURING COMMUNITY QUARANTINE DUE TO THE COVID-19
PANDEMIC
An Executive Brief

BACKGROUND
On 8 March 2020, the President of the Philippines issued Proclamation No. 922 and declared
a State of Public Health Emergency due to the COVID-19 threat.
On 16 March 2020, to halt the spread of COVID-19, all regions in Luzon was placed under
Enhanced Community Quarantine (ECQ) until 15 April 2020 and the stringent social
distancing measures were implemented upon the recommendation of the Inter-Agency Task
Force on Emerging Infectious Diseases (IATF-EID).
On 17 March 2020, the Civil Service Commission announced that work arrangements of
government agencies in Luzon would be limited to work from home. However, agencies
critical to the COVID-19 response efforts of the government were required to deploy skeletal

force.

Immediate Implementation of a Business Continuity Plan (BCP)
one of the primary agencies leading the COVID-19 response efforts on a nationwide scale,
the Department was faced with a very unique and challenging predicament of ensuring the
continued delivery of service to the public while observing social distancing policy and other
preventing health measures. Moreover, considering the strict lockdown measures being
implemented, there were also limitations
to the number
personnel that can be deployed
and their accessibility and means of transport going to and from work.
As

as
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It was opportune that by the time the lockdown was initiated, the Department already had a
working Human Resource Information System (HRIS) that not only contained vital
personnel data but features helpful support modules and applications that would allow DOTr
to maintain its efficiency and productivity in the discharge of its functions even if the
majority of its personnel would be remotely working from the central office.
In addressing the pressing challenge of deploying a minimal skeletal workforce in the DOTrCentral Office, the Department relied heavily on data analytics and workforce profiling. In
studying the age, health condition, location of residence and functions performed by each
personnel in their respective office or project units, we were able to explicitly identify each
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individual in our workforce who would be most suitable for physical deployment into the
office as skeletal personnel.
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Deployment of Skeletal Workforce
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Implementation of a Work From Home Policy

its

With the placement of Luzon under ECQ, the Department limited the deployment of
personnel in DOTr-Clark and DOTr-Columbia offices to less than 10% of its workforce. Daily
office hours were also significantly reduced. The Administrative Service also issued Office
Order 2020-004 dated 17 March 2020 to establish the internal guidelines in the
implementation of the Work-From-Home scheme as an alternative work arrangement for
the rest of its workforce affected by the community quarantine.
The telecommuting or work-from-home (WFH) arrangement was applied to DOTr personnel
(organic and non-organic personnel) originally stationed at the DOTr Central Office in Clark,
Pampanga, its satellite office at the Columbia Tower in Mandaluyong City, Metro Manila, and
those under the Department's existing Project Management/Implementation Offices/Units
(PMOs/PIUs) who were able to perform their tasks remotely.

Strategies in Remote Management of Work From Home (WFH) Personnel
Attendance Management via the Customized DOTr HRIS
eligible personnel instructed or assigned to report for work or perform tasks under the
WFH arrangement were required to submit a Work From Home application through the
Request Module of the Human Resource Information System (HRIS) on date(s) authorized
to render services from home. The online submission would require the attachment of the
accomplishment report for the date(s) covered detailing the specific tasks and deliverables
completed by the employee as assigned by his/her supervisor. The approval workflow of the
WFH application is multi-level, with the official /supervisor concerned serving as the initial
All
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approver and the Personnel Division as the final validator and approver of attendance using
the same online facility. Services rendered by any personnel performing tasks under the
WFH arrangement without an approved online application would not be credited or included
in the computation of compensation and other applicable benefits of the employee.
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Productivity Management via Free Online Productivity and Tracking Tool
telecommuting personnel are required to register and log in their hours worked and tasks
performed for the day using an online Time and Activity Tracking Tool. Through this free
application, the direct supervisor of a particular remote employee is able to monitor in realtime the actual tasks being performed by said personnel. Likewise, the Personnel Division is
also able to thoroughly evaluate the time and activity logs of all telecommuting personnel on
a daily basis, which is further corroborated by the Weekly Consolidated Accomplishment
Report submitted by the supervisor or official concerned of that particular office/project
unit.
All
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Aside from being able to compute for actual hours of productivity per day, the Online
Productivity Tool was also capable of capturing screenshots of an employee's screen while
logged in when rendering services from home. This allows supervisors to closely monitor if
5

their subordinates are doing the tasks assigned to them for the day. This also enables
Personnel Division and the Administrative Service to police employees and office or project
units that are proven to be underproductive or are caught in the act of doing tasks outside of
their assigned work (e.g., watching movies or playing online games).

rations of the Admin Se Tvice

Establishment of Support Systems for Skeletal and WFH Personnel
Providing adequate support to our skeletal and WFH personnel even under the unusual
circumstance were of paramount importance to the Department. As such, for its skeletal
personnel, transportation to and from the office was provided. As for its WFH personnel,
each and everyone was equipped with the standard WFH Toolset which empowered them
to complete tasks remotely while staying in active contact with their fellow employees and
superiors in their respective offices. An Online Helpdesk was also set up to address
personnel management concerns and technical support matters.
Purpose

Application Name

Description

Submission and
Approval of Daily
Accomplishment
Reports for
Attendance and
Performance
Monitoring

DOTr Human Resource
(HRIS)

Customized HRM application for online
submission and approval of leave, official
business, and work from home requests with
option to attach supporting documents per
request

Time and Productivity
Tracking

TopTracker
tracker.toptal.com

Activity tracker application for all
on Work From Home setup.

Online Helpdesk

Freshdesk & Freshchat
https://dotr.freshdesk.c
om/support/home

Online HR and administrative support
helpdesk where employees can send their

Information System

that will be

concerns, queries and requests for assistance
even when working remotely.

|

Storage

Google Drive
drive.google.com

Secure storage application

Teleconferencing

Google Meet
meet.google.com

Secure teleconferencing tool for all even those
without Gov email.

/

supports multiple users
Secure
Communication
Collaboration

chat.google.com

Internal and secure communication and
collaboration tool. For DOTr Officials and
Chiefs and all those who have Gov Email.

Microsoft Teams
teams.microsoft.com

Internal communication and collaboration tool
for rank and file to middle-level employees

Document Creation

Google Docs
docs.google.com

Word Processing, Spreadsheet apps which are
secure and collaborative

Project Management

Trello

Project Management and Kanban Board.

/

Google Hangouts Chat

trello.com

Instant Messaging
Password Manager

Slack/Viber
slack.com/viber.com

For rank and file to middle-level employees

LastPass
lastpass.com

Secure password manager and credential

Implementation of Return to Work
Community Quarantine

instant messaging applications.

sharing application.
(RTW) Plan Under the Modified Enhanced

On 12 May 2020, the government placed Metro Manila and other provinces in Luzon under
MECQ from 16-31 May 2020. CSC issued Memorandum Circular No. 10, s. 2020, the interim

guidelines requiring government agencies to adopt alternative work arrangements that are
appropriate/applicable to the specific circumstances of their place of work and their
workforce due to the COVID-19 Pandemic, provided that the 40 hour workweek is complied
with. Considering the limitations in transport availability for the commuting public, and to
ensure physical distancing is properly implemented within the workspace, initial
deployment of skeletal personnel was augmented only up to 30% with the rest of the
workforce working from home.
In the determination of the appropriate personnel to be assigned to physically report in the
office and in order to come up with a strategic and balanced deployment schedule for the
workforce data analytics and workforce profiling once again proved to be the Department's

most reliable methodology.
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Development of the Access Control System
In anticipation of the New Normal, it was very important that all safely protocol would be
thoroughly institutionalized and embraced by the employees of the Department. And one of
the most innovative developments of the Administrative Service to ensure this is the creation
of the Online Access Control System. This application was built and deployed as a
dependable, business-standard and secured system to monitor the entry of all government
and non-government personnel of Department upon arrival in the office. To use the system,
an employee would just need to tap his RFID-enabled Employee ID into the RFID Card
scanner of the HRIS Service Kiosks and it would display if said personnel has been granted
or denied entry into the DOTr Workplace.
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Grant or denial of access into the office depends on two critical clearances: (1) Getting
medically cleared through the accomplishment of the Online Health Declaration From (HDF),
and (2) Inclusion in the Workforce Deployment Schedule for the particular day or week.
Online Health Declaration Form (HDF)
The DOTr Online Employee Health Declaration Form was designed specifically to monitor

the overall health and well-being of each and every employee of the Department, including

office-deployed and WFH personnel. Developed from the HDFs devised by the Center for
Disease Control (CDC) in the United States and the Department of Health in the Philippines,
the DOTr HDF was developed with auto-computing algorithms that would automatically flag
if a particular employee is a health risk and must be barred from entering the premises for
his/her own safety and the welfare of the rest of the population physically reporting in the
workplace.

Employee Health Declaration
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Upon accomplishment of the form and automated evaluation through the algorithm, the
employee will receive an auto-generated email disclosing the result of the assessment of the

submitted

HDF.
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Health Declaration Form Result - Cleared - Mon Oct 19 2020 07:18:07 GMT+0800 (Hong Keng Standard
Time) 4
DOTr Medical Unit

wae
Hi

Mon, Oct

Amee Florencs

such.

please confinue

to

in

today’s Health Declaration Assessment because R Medical Clearance

accomplish the Health Declaration Form on a

DAILY

basis

for

us fo

monitor

your health

condition

has been issued to you

{TF

dovs ego}

you would

like ta

Pr

Is

know more about DOTr's Return to Work Guidelines, please

For your heatth-related concems, please message the Medical

Unit

refer

of

to this fink (hin dbt

by

DOW-CO’s

Medical

Unit.

regulary.

the Dally Health Declaration Assessment
just one the steps you have to undergo belore you could
Moreover, please notz that getting cleared
check with your supervisor ii you have been authorized to physically report 10 the ofiice based on your und's approved Work Deployment Plan.
from

if

AM

Payno

Plegse be informed that you have been CLEARED
As

15,804

w

physicafly

report

in

the

Office. Kindly,

yOOTr-ORTW).

via emai at healfh senices@dotigov.nn.

Stey safe!

50-50 Deployment Ratio and Two-Week Alternating Work Deployment Scheme
9
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Metro Manila and other affected provinces in Luzon were downgraded to General
Community Quarantine (GCQ) on 01 June 2020, workforce office deployment was gradually
increased up to 50% following a four-day work week schedule. Moreover, taking into
account the extended travel time due to the lack of public transportation, a hybrid work
arrangement for office-deployed personnel was implemented in which they shall work from
home after leaving the office or during their days off to compensate for the reduced office
hours.
As

The Department also followed the Two-Week Alternating Work Shifts wherein officedeployed and work from home personnel shall be rotated every 14 days. The DOTr

workforce was divided into two groups with different work arrangements as described
below:

Group Deployment
Group
Group 2

1

Week 3-4

Week 1-2
Office Deployment
Work From Home

Work From Home
Deployment

Office

IMPLEMENTATION OF SAFE WORKPLACE MEASURES

Physical Distancing in Shuttle Services and Office Spaces
The Department likewise implemented physical distancing measures on the shuttle services
provided to its personnel wherein passengers are required to maintain a one seat apart
policy. Thus, the conductors of the buses conduct temperature check of each passenger upon
boarding, verify the accomplishment of the online HDF and ensure that a twenty-five (25)
maximum seating capacity is maintained for every route.
Similarly, the physical distancing measures were likewise implemented in the office space
by reorganizing the table arrangements to achieve one (1) meter physical distance
requirement per employee in each office.

Health Screening and Sanitation at the Entrance
personnel, officials and visitors undergo three (3) stages of sanitary measures when
entering the DOTr offices premises.

All

At the entrance, one must enter the misting disinfectant machine with an automated
temperature check synced to the Access Control System of the Medical Unit. Thereafter, the
personnel and/or visitors are directed by the security guard to proceed at the Hand Washing
Tent wherein make shift pedal operated sinks and soap dispensers were constructed by inhouse maintenance personnel using available materials to save on expenses.
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Lastly, personnel and/or visitors swipe their IDs at the HRIS Service Kiosk to verify whether
their HDFs have been granted clearance or failed. In the event that access is denied, they are

subjected to physical check up by the resident physician and nurses.

3

Establishment of Virtual Canteen
11

In compliance with DOH’s health and safety regulations, the physical canteen in the central
office was closed down. However, a new mechanism had to be devised in order to maintain
provision of food for skeletal personnel. Similar to the current trend of online local market
communities, the Department established as early as April 2020 its Virtual Canteen where

employees can order breakfast, lunch and merienda through viber groups created with two
of its existing canteen concessionaires. Through this system, payments as well as pick-up of
orders are pre-arranged and scheduled to avoid overcrowding the canteen area since
transactions are planned ahead of time and are made significantly quicker.

Strict Enforcement of “No-Smoking” Policy
In compliance with the issuance of the Department of Health (DOH) and the Civil Service
Commission (CSC) as far back as in 2009, part of the designated Building Stewards and Safety
Marshals’ daily inspections include the roving around the DOTr compound and its adjacent
premises to strictly police personnel and visitors against smoking inside or within close

proximity of our government premises.

Office Space Disinfection and Ventilation Protocols
Disinfection protocols were also intensified by enforcing routine sanitizing of workspaces,
common areas and facilities, and other commonly touched surfaces every two (2) hours
throughout the work day. Moreover, deep cleaning and disinfection is conducted after office
hours and during the weekends. Building Stewards and Safety Marshals are likewise
deployed daily to strictly monitor compliance of scheduled opening of doors and windows
as an ancillary measure to improve ventilation inside office spaces.
:

CONCLUSION

Necessity is the mother of invention. Under these dire circumstances, the employees and
officials of the Department have managed to come together to come up with innovative ways
to keep the DOTr-Central Office operational, without fail and without every resorting to
locking down or shutting down the workplace. In summary, the Department of
Transportation (DOTr) has significantly benefited from the introduction of electronic tools
and having multiple integrated ICT systems set in place through which it was able to adopt
rational and data-driven decision making and proactive contingency strategies, which have
proven to be vital instruments in keeping our offices fully operational and effective in the
discharge of its services to the public during the entire course of this COVID-19 Pandemic.
We hope that sharing the above information may be of help in the Commission's efforts of
consolidating the best practices implemented in managing the COVID-19 situation in the

public sector.

Respectfully submitted:

ATTY. ARTEMIO U. TUAZON, JR.

Undersecretary for Administrative Service
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