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Republic of the Philippines

Bepartment of Education

REGION VIII - EASTERN VISAYAS

January 11, 2024

REGIONAL MEMORANDUM
No. 3 9 3:2024

REITERATION OF THE PUBLIC SERVICE CONTINUITY PLAN (PSCP)

To:  Schools Division Superintendents
Division DRRM Coordinators
All Others Concerned

1. Attached is Memorandum OUOPS No. 2023-04-11515 issued by Atty. Revsee
A. Escobedo, Undersecretary for Operations, dated January 04, 2023, citing National
Disaster Risk Reduction and Management Council (NDRRMC) Memorandum No. 33,
s. 2018, requiring all field offices and schools to develop their respective Public
Service Continuity Plan (PSCP) using the prescribed template of the NDRRMC.

2, Immediate dissemination of and compliance with this Memorandum are
desired.

EVE R. FETALVERO, CESO IV
Regional Director ﬁ Y
Enclosures: As stated ’
References: As stated
To be indicated in the Perpetual Index under the following subjects:
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Republic of the Philippines
Bepartment of Education
OPERATIONS

OUOPS No. 2023-04- 1815

MEMORANDUM

TO : MINISTER OF BASIC, HIGHER, AND TECHNICAL
EDUCATION, BARMM
ALL REGIONAL DIRECTORS
ALL SCHOOLS DIVISION SUPERINTENDENTS
ALL REGIONAIL AND DIVISION DRRM COORDINATORS
ALL PUBLIC SCHOOLS

FROM . Atty. REVSEE A. ESCOBEDO
L..fnderéecrerary for Operations

THROUGH Atty. CHRISTIAN _;E‘.‘RIVERO, EdD
Director IV, Disaster Ris\k Reduction and Management Scrvice

A

SUBJECT : Reiteratior-of the Public Service Continuity Plan (PSCP)
Template for Government Agencies

DATE : 4 January 2024

Pursuant 1o the Natonal Disaster Risk Reduction and Management Council
(NDRRMC] Memorandum No. 33, series of 2018, titled “Public Service Continuity Pllan
(PSCP) Tempiate for Govermment Agencies”™ as attached. the Office of the
Undersecretary for Operations (OUQPS), through the Disaster Risk Reduction and
Management Service [DRRMS). enjoins all field offices and schools 1o develop its
respective PSCP using the prescrnibed template of the NDRRMC.

The PSCP aims to ensure the continuous delivery of quality public services during
emergency, disaster, or any other disruption by performing the essential function of
an organizaltion. hence the plan consists internal capacitics, recoversy requirements
and strategy of offices to continue its exist and function regardless of any disruption
1o normaley that might oceur.

The recommended DPSCP template can  be  access  through  this  link:
https://bit.lv/PSCPTemplateUpdated

Ground Floor, Kizal Building. DepEd Complex. Meralco Avenue Pasig Cinv 1600
Email. curesdeped.gov.ph: Websire: www.deped.gov . ph

Tei Noo 402 86373-053 130 (02) R0 -84092
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For further information and clarification, you may contact you respective Area of
Responsibility (AOR) Lead or the DRRMS at drrmo@deped.gov.ph.

For information and appropriate action.
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MEMORANDUM
No_23_, s 2018 |
i
TO :  ALL GOVERNMENT MEMBER AGENCIES OF THE
- DISASTER RISK REDUCTION MANAGEMENT (D
GOUNCILS AT- ALL LEVELS, ALL GOVERNMENT
DEPARTMENTS, OFFICES, BUREAUS, SERVICES,
UNITS AND INSTRUMENTALITIES
SUBJECT :  Publiq Service Continulty Plan (PSCP) Templato for
Go Agencies :

When emergencies or |disasters occur, the govemment is “the n
institution mandated to protect its|juriediction. Conversely, this mandate also impli
that the government must continue to exist and deliver its essential functio
regardiess of any disruption to ormalcy that might occur, With that, the Py c
Service Continuity Plan (PSCF) was deviced to ensure the government
continuously function during an e rgency or disaster. i

i
PSCP consists of the ﬁntamai Capacities, recovery requirements ang
strategles of an agency or Institufion. it aims to ensure the continuous delivery of
quality public services during an emergency, disaster or any other disruption by
performing the mission essential fynction of the organization. :

/Pursuant to the Office of|the President of the Philippines Cabinet Actiorl/
Decision File No. 381-120517-34| and the 4% Meeting of the Cabinet Cluster oh

Climate Change Adaptation, M n and Disaster Risk Reduction, alil govermn
agencies should have their PSCP to guarantee the continulty of

operations amidst disruptions. i
___Inthis regard, all govemment member agencias of the DRRM councils at ai
levels and other government d ts, offices, bureaus, services, units and

instrumentalities are hereby enjoiried to deveiop your own PSCP. Attached is the
recommended template for reference. j

For information and gui

For the Chairpslson. NDRRMC:

Telafax: OCD CBTS (+632) 512-4832; 421-1926; Office of the Administrator, OCD (+632) 912-2424
Emalt: chisiocd.gov.piy; ; Wobshte: wyrvw.ocd. gov.ol)

'l.’ "
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PUBLIC SERVICE CONTINUITY PLAN Page 1of6

1.0  Introduction - this indicates brief explanation regarding the dacument and its use, This
includes the context of the mammmenmaiaontheoonﬂnutyofthaurvioe.

20 Purpose -this briefly explainsithe need/significance of the public service continuity plan.
Exampile 1:

This document providas ammetwiﬂbeundertakenbymr in
response o various forms of ptlvefmldmmtoenwmcommuyof
through the restoration of essentiel functions.

3.0  Policy Statements - this de the agency's overall palicy towards service continliity.
Thisshouidbeanchmdhﬂnmmdah,vlslon,mbsionandmvakmsoﬂha agaE%
This aiso includes confide statement and relevant policies on risk management
security. Further, consideration bn the Tollowing must be provided:

s Critical Setvices
» Organizational Resilience
* Prompt Recovery
* Welfare of our Employees
* Resources
s Stakeholders
* Confidentiality ~Disclosure pplicy, Access / Security Clearance
* Gender-responsiveness
Example 1:
in line with (cite applicable natiorie and local plans), the fagency] the
to astablish, implement and mainget appropriate procedures for man the im (]
consequences of disruptive incidents wlﬂrdueragardtotheweﬂhmofenm@es
Guests, operational aptions for esponding fo Incidents, prevention of further loss |or
unavallebility of prioritized actiilies, and recovery and resumption of mission essential
functions.
The [agency] commits to the lattai ofthefollowmgpubﬂcsarviaecwmny
objectives:
= To safeguard human life;
* 7o enable sffective decisi sking and communication during inoidents;
Prepared by: Reviewpd by: Approved by:
NAME NAME NAME
Desipnation Deglgaction Oesignation =~ |

No part of this document moy be reproduced
authorized representative. A printed copy of this

ut pricr permission from the Docmnme&nﬂnﬂerwhw
nt Is uncontrolled when unstamped.
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8.0

o To reduce on
» To increase organizationa
immedate

Scope ~ this indicates whera
to a single site or spacific locatign
functions or locations which are

EXAMPLE 1:

This publlc service contin
occupying their physical office
guests,

Roles and Responsibilities -
responsibifities. [dentification
assignments is also included in

Definition of Terms - this incl
continuity plan.

1. Alert - formai notification th;: an incident has occurred which might develop intd @

Business Continuity Ma
2011)

2. Business impact Analysis ~
business disruption might h

3. Call Tree - a structured
organizations to be ¢o

procedure (BCl Glossary 2011)

4. Continual Improvement ~ re

specific critical function-holder:
credibiity by ensuring quick recovery from disruptior|
stakeholders;

not included in the pian,

es a glossary of all terms used In this public service

and
| servicas io the public and other

ment of the organization throughpubilcsendoecarmgdty

mnd?h:g dsnpt m s ©
even iptive

effective public service continuily management
, internally and externaily,

of our services keeping in mind the welfare of| cur
and the needs of our stakeholders.

public service continulty plan is applicable. [t m
of the agency. The scope will also explain any

n shall fo th name] and
uity%"a apply ]elaaency am

[indicate address], conlracted pro

this includes the team description, organization gnd
‘gﬁmwmdmmmpumhﬂvaformetjks
seotion,

ent or Crisis Management invocation {(BCI Glosadry

process of analyzing activities and the effect thaf a
upon them (180 22300)

process that enables a list of persons, roles a
as a part of information exchange or plan lnvoom:

rring activity to enhancs performance (1ISO 22300)

No part of this document may be raproduced
authorized representative. A printed copy of this

prior permission from the Document Controller or his/her
ment is uncontrolled when unstamped,
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PUBLIC SERVICE CONTINUITY PLAN “Page30f6

§. Continuity of Operations —jthe capability to continua essential program functi
to preserve essential facilities equipment, and records across a broad ra
patential emergencies ( By Management Standard 2007

and
of

€. Crisis ~ an abnormal shustion which threatens the operations, staff, customefs or
reputation of an enterprise [B 1 Glossary 2011)

7. Disruplion ~ an event thd interrupts nomal business, funotions, operations, or
processes, whether anticipdted (e.g., hurricane, political unrest) or G
a biackout, terror attack, teghnology failure, or earthquake) (BCI Gloasary 2011)

8. Exercise - process to traip for, assess, practice, and improve performance i an
organization

validating policies, plans, procedures, trai
gational agreements; clarifying and training

 Improving inter-organizational coordingtion
identifying igaps in resources:

identifying opportunities fo

Improvisation.

NOTE 2: A test is a uniqud and particular type of exercise, which an

expectation of a pass or fall within the goall or objectives of the exercise ng

planned. (IS0 22300)
Q.Hotsms—aoonﬁnuﬂyfacﬂlwmatalreadyhaslnp!aoomeoom A

telecommunications, other ir jon tachnology, environmental infrastructure,

personne| requirad to MI business functions of information syste

(FEMA)

10. incident — an event that hmmpadtyh lead 1o loss of or a disruption to
organization's operations, se » of functions — which, if not managed, can e
into an emergency, crisis, or isaster (BCl Glossary 2011)
&

11. Incident Management Team - a group of individuals responsible for developing
implementing a comprehengive plan for responding to a disruptive Incident

Glossary 2011)
12, Misslon Essential Functions — the lmited set or organization-level govemnmant
functions that must be continged throughout, or resumed rapidly after, a disruption

normal activities (FEMA)

13. Public Service Continuity — re
the capability of the organ
acceptable predefinad levels

to business continuity for the public sector; refers
to continue delivery of products or services ht
disruptive incident (1ISO 22300)

No part of this document may be reproduced
outhorized representative. A printed copy of this

prior permission from the Document Controlfer or his/her
t is uncontrolied when unstamped,
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7.0

8.0

9.0

14. Puplic Service Continuity Plan ~ refers to the business continuity plan for the public
sector; refers to the documented procedures that guide organizations to resﬂond,
recover, resume, and restore to a pre-defined level of operation following disruption
(IS0 22301) :

15. Recovery — the implemﬂ;ntation of prioritized actions required to retumi an
organization’s processes and support functions to operational stability following an
interruption or disaster (FEMA) !

16. Recovery Time Objectives L the period of time following an incident within whicﬁ]: a)
product or service must be resumed; or b} activity must be rasumed; or ¢) resources
must be recovered E i

|
|
|
17. Testing — refers to the procedura for evaluation; a means of determining the presehce.
quality, or veracity of something (ISO 22300)

Assumptions - this defines the context upan which the plan is based or constrairjed.
Consider availability of resources such as paople, technologyfequipment, facilities and
supply chain. : ;
Sample Assumptions J
1. An incident Command Systdm within the organization has been established. :
2. Alternats facilities ere available for use after a disaster
3. Main office will be either pan‘ialfy or completely damaged or inaccessible for a perip
of 30-60 days.
4. Critical resources (s.g., water, power} are available. i

Mission Essentlal Functions and Recovery Time Objectives -~ this specifies criti{:a!
functions (or mission essential fuhctions of the agency) and their recovery time objectives.
A more detailed discussion will bp included in each unit's plan. i

*Note: Theso wlif be determined through the Business Impact Analysis (BtA).

Activation Criterla, Procedures and Authority ~ this outlines the criteria used i[lo
determine when the public servic continuity plan will be activated. Spacific procedures to
be undertaken by the agency to] meet the public service continuity objectives are al;o

indicated.

Example 1 E
Activation of Service Cont(nuity Plan
Declaration i
Succession Planning
Damage Assessment

No part of this document may be reproduced w
outhorized representative, A printed copy of this d

thout prior permission from the Decumant Controller or his/hér
scurment Is uncontrofied when unstomped,
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10.0

1.0

12.0

Continuity Strategies ~ this
activities of the agency’s missign essential functions,

SampleMconﬂmmy Strategi
. anual workaround and internal arrangemenis
s  Allemnale shtes
» Remote work
* Properly Protection

*Note: Continuity
and Business Impact Analysis.

Resource Requirements — thig Includes fists of materials, finances, equipment, hur!

and describes strategiee to continue the prioritized

re dependeant on the results of the Risk Assessiment

flan

resolrces, augmentation or other form of resources (of the agency) required to implement

continuity strategles.

Key contacts/suppliers
Storage requirements
Equipment requirements
Provision of procurement p
Disaster Intelligence (disa data) — sax and age disaggregation of data
Provislon of relief assistancejto personnel

Communication Procedure ~
external) information flow. This
public and other relevant

will also describe how to relay information to

es3 (budgeting and acquisition) — internal arrangement

this outiines procedure for coordinating (internal ﬂg

» Notification (Plaforms/Hierachy of Communiocation) e.g. soclal medla - how [to

communicate with the public
¢ Call Tree Structure - confirmation of the safety of the empioyes; how the empioyes
reach the management and versa.
s Media Releases (if necessal

\rlll

No port of this decument moy be reproduced prior permission from the Document Controller or h
aiithorized representative. A printed copy of this Is uncontroiled when upstomped,
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13.0 Testing and Malntenance { this provides a general description of the

exercising program for the public service continuity plan. The types of exercisas,
frequencyorsdwdule.amdoscdbedhws n.

and exercises are algo listed,

tests, together with the indi
Spevific requirements for the

¢ Frequency of Testing of Plans
Exercise Methods

o Table-top Exercise
¢ Quarterly NSED c(;liﬂnna
uct

+ Relevant Authorities to
140 Roeferances

Related Laws
Related Policies and

Indicate relevant National
indicate ralevant Local

15.0 Appendices

Forms

Travel Directions and Maps
Relevant Plans and Proced
Checkdist (quick reference g
o0 Where to gather

o How to assess

0 What to decide

o How to mobitize

0 How to communicate

o How to recover

EXAMPLES:

Hazard/s Plan
Camp Defense Plan
ICS Structure
Evacuation Plan

* 5 » » o

testing

(if applicable)

Related ISO standards (e.g), 1SO 22301, ISO 8001)

)(If necessary)

| Simultaneous Earthquake Drili)

Other Relevant Attachments for the Public Service Continuity Pian

or
drills and

No pait of this document may be reproduced
autharized representotive. A printed copy of this

out prior permission from the Document Controller or

¢ s uncontrolled when unstamped.
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MEMORANDUM JUN 15 220
No. 57 , 5. 2020

TO

ANAGEMENT COUNCILS AT THE NATIONAL, REGIONAL,
ROVINCIAL, CITY, MUNICIPAL LEVELS AND BARANGAY
ISASTER RISK REDUCTION AND MANAGEMENT
OMMITTEES, HEADS OF NATIONAL GOVERNMENT

ENCIES, CONSTITUTIONAL  OFFICES, STATE
NIVERSITIES AND COLLEGES, GOVERNMENT OWNED

DIOR (;;"_%mouen CORPORATIONS, AND PRIVATE

LL ME}fLERS OF DISASTER RISK REDUCTION AND

AKEH ERS
SUBJECT: Updating 'of Public Service Continuity Plans (PSCPsg) and
ntingenﬁ:y Plans {CPs) Due to Ongoing Public Health
ergencly

This NDRRMG Memordndum is hereby issued to remind stakeholders on
the need to remain dfast in addressing the continuing event and in preparing
for other hazards and possible worst-case disaster scenarios that may occur
amidst the ongoing public heallth emergency due to the Coronavirus Disease 2019
(COVID-19). :
mbers ! Disaster Risk Reduction and Management Councils
(DRRMCs) at the National, |Regional, Provincial, City, Municipal Levels and
Barangay Disaster Risk Reduction And Management Committees (BDRRMCs),
Heads of National Government Agencies, Constituticnal Offices, State Universities
and Colleges, Goveifnment and/or Controlled Corporations, and Private
Stakeholders are enjoined update existing Public Service Continuity Plans
(PSCPs) and Contingency Piaris (CPs) by taking into consideration the foliowing:

With this, all

|

|

1. Revisit agency ii)sk Regis;.ters and Update the Risk Assessment for Continuity
of Operations, Igoking intg the following specific aspects:

Updating of PSCPs3

e l|dentify reaspnably !rst-case scenarios (i.e., occumence of a major
earthquake djring the pandemic) as part of the plan assumption;

¢ Include biolggical es of hazards (e.g. epidemics, pandemics) and
consider ali the categories of risk (i.e. people, facility, public, process,
supply chain,jand ICT)|during Hazard and Risk identification;

¢ Factor in the jcurrent stFltus of your office’s / agency’s level of operations in
Risk Anailysis; and '

I

Office of Civil Defensa Capacity Building and Training Servica

Telefaof: (+632) 8-912-4832 / (+632) 8-421-1926
E’r" Mwmwﬂm Wabsita: www.ocd_gov.ph
E
f
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E
* Indicate currgnt contro% measures provided and assess effectiveness in the
Risk Evaiuation and CTtroI as part of the Risk Assessment.

2. Review your |Essential Function Categorization Table and update
Assumptions and Activation Criteria. Consolidate Mission Essential Functions
and Essential Supporting IActivities with ranking of Recovery Time Objectives
in considerationjto the impacts of the ongoing public health emergency due to
COVID-19.

3. Expand the Cbntinuity |Strategies of each identified Mission Essential
Function considering the following:
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: ‘- ister and ldentrﬁmtlon of “Reasonably Worst-Case Scenarios”
idated Mission Essential Functions with ranking of Recovery
hjectives (Prioritization/Tiering)

* Reconstt oane;:um to Operations
s Exercise and Maigtenance

« Contin k and Recovery Strategies




Updating of CPs:

1. Chapter |: Background

« Drive-Away Kits (iie., a list of office essentiais that are required for
performance of critical functions)
id per Missidn Essential Function
Accounting Form

|
i
i
i
!
i

In determinig the hazard to plan for, consider biological (health) hazards
as part of the analysis;;

Use the current COVID-19 experience as possible benchmark in
assessing the probabllity and impact of biological hazards; and

include in {the worgt-case scenario the possibility of uncontrolied
transmission of diseaée as among the secondary hazards;

2. Chapter Ii: Goa) and Objectives

3. Chapterlil:

Emphasize impo ! nce of ensuring the safety of all disaster managers,
coordinators, respondfrs and the general public in the goal and objective
statements i

ponse Allrangements

Factor in thg consequences of the ongoing public health emergency while
in a middle pf a worst-case disaster scenario as among the needs to be
addressed;
Expand roles of the Emergency Operations Centers (EOCs),
Response [Clusters,| and Incident Management Team (IMTs) to
simultaneouply resportd to the worst-case disaster while mitigating the risk
to disease nsmissic[n;

Reiterate the strict practice of health and safety precautionary measures
as part of the response protocols;

Implement glternative| work amrangements for response (such as practice
of remote of online-based coordination, paperless transmittal of situation
reports, blishment of alternate EOCs and other response facilities);
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e Consider relevant policies and mechanisms used for COVID-19
response such as the guidelines of the Inter-Agency Task Force on
Emerging | lous Diseases (IATF EID) and the operationalization of the
National, Regional and Local Task Forces.

I

4. Chapter IV: A vation.{Deacﬂvation and Non-Activation

+ In the dea tion prlcooedures, the protocol of strict observance of health
and safety | precautionary measures should remain in place after the
disaster ponse jons. These include the decontamination of
response topls, equipment and facilities as well as the conduct of testing,
isolation and treatment to concemed personnel; and

o Even in the event of non-activation of the CP and non-utilization of
response grrangements, measures to mitigate the risk to disease
transmission shouid ima\in in effect.

For queries o ooncern!s on the formulation, development and updating of
PSCPs and CPs, the Office off Civit Defense (OCD) Capacity Building and Training
Service (CBTS) or Regional Offices can provide the necessary technical assistance.
For other information regarding the details of this NDRRMC Memorandum, OCD
CBTS can be feached |at (02) 89124832 / (02) 8421-1926 or

i
and guldl'ance.

For the Chairperson, NDRRMC:

1
!
] “
i
|

USEC RICéRDO . JALAD
Executive Director, NDRRMC and
Administra{or, OoCD




