	[image: image1.jpg]



	OFFICE OF HUMAN RESOURCE MANAGEMENT

AND ORGANIZATION DEVELOPMENT

POLICIES AND PROCEDURES MANUAL
	M-009-035-002

	
	Coverage:     
ALL EMPLOYEES CONCERNED
	Version No.: 

1
	Page:

1 of 8

	Section No.:

35.0
	Section Title:

EMPLOYEE BENEFITS
	Reference No.:



	Sub-section No.:

2.0
	Sub-title:      

SICK LEAVE
	Approval Date: 

13 Nov 2004



1.0 OBJECTIVE

To grant permanent University employees sick leave to allow them to recuperate and rest when they are afflicted with any illness or are suffering from any injury.

2.0
SCOPE

All permanent employees of the University. 

3.0 POLICY GUIDELINES
3.1 Earning and Availment 

3.1.1 Ateneo de Manila University (ADMU) grants all permanent and regular employees, who have completed at least ten [10] months of continuous service (which include approved leaves with pay), fifteen [15] workdays Sick Leave with Pay (SLP) per fiscal year.

3.1.2 Permanent and regular employees with less than ten [10] months of continuous service by the end of the fiscal year are credited sick leave credits at the rate of one [1] day for each full month of service.

3.1.3 Employees who are hired after the 1st day of any month but prior to the 17th shall earn half of the regular allocation as provided for under either Policy Guidelines 3.1.1 or 3.1.2.

3.1.4 Employees start earning sick leave during their probationary appointment.

3.1.5 Any sick leave application during the probationary appointment of an employee shall be Leave without Pay (LWOP).

3.1.6 Upon permanency, University employees may utilize their earned sick leave credits as necessary when afflicted with any illness or if suffering from any injury.

3.1.7 An employee must immediately file a leave application for sick leave immediately upon reporting back to work.

3.1.8 The employee, or his/her representative, must call his/her immediate supervisor before or within the first hour of his/her work shift during the duration of his/her absence.

3.1.9 The employee shall directly, or through his/her representative, provide an approximation as to the number of days he/she shall not be able to report for work to enable his/her immediate supervisor to make the necessary adjustments in the unit/department/office.

3.1.10 To avail of earned sick leave credits, an employee must utilize the Leave Application Form (LA Form) [F-009-035-001-1].

3.1.11 Sick Leave must also be reported in the regular Absence Report (AR Form) [F-009-035-001-2] of the Unit concerned which shall be submitted to the Total Rewards Section (TRS) – Office of Human Resource Management and Organization Development.

3.1.12 Sick leave of three [3] consecutive days or more will only be approved upon presentation of a medical certificate as to the nature of the illness and the dates covered while ill.
3.1.13 Sick leave of three [3] days (not consecutive) within any month or a 30-day period will only be approved upon presentation of a medical certificate as to the nature of the illness and the dates covered while ill.

3.1.14 Upon the request of the employee’s immediate supervisor, the OHRMOD may send a University-designated physician or nurse to visit the employee at any time while on sick leave.

3.1.15 The University may require the employee to submit to a medical clearance from the University’s designated physician upon return to work after an illness to determine the employee’s fitness to work. 

3.1.16 Disapproved sick leave shall be treated as Leave without Pay (LWOP).

3.1.17 Maternity Leave

3.1.17.1 Married Employee

3.1.17.1.1 For married female employees going on maternity leave, the SSS maternity benefit will be utilized.  If there is a shortfall between the employee’s salary and the SSS maternity benefit, the University shall shoulder the difference.

3.1.17.1.2 Married female employees on maternity leave may not utilize leave credits during the sixty-day [60] (for normal delivery) or seventy-eight-day [78] (for caesarian delivery) maternity leave.  If maternity leave will be extended under the order/advise of a qualified attending physician without any additional SSS benefits, then the use of leave credits will be allowed.

3.1.17.2 Single Employee 

3.1.17.2.1 For single female employees going on maternity leave, the SSS maternity benefit will be utilized.  However, if there is a shortfall between the employee’s salary and the SSS maternity benefit, the University shall NOT shoulder the difference.

3.1.17.2.2 Single employees who go on maternity leave shall utilize their leave credits before going on leave without pay (LWOP).  Sick leave shall be utilized first and exhausted prior to using vacation leave.  When vacation leave is exhausted the employee shall go on leave without pay (LWOP).

3.1.18 An employee who is on an extended leave of absence due to an illness shall first utilize all sick leave credits before going on leave without pay.

3.1.19 Prolonged illnesses shall be subject to SSS sickness benefit availment.  SSS sickness benefit availment may only be applied for after all earned current sick leaves credits have been utilized.

3.1.20 An employee shall not earn sick leave credits while on leave without pay of fourteen [14] working days or more nor during periods of suspension of fourteen [14] working days or more.

3.1.21 On days when work is suspended by reason of inclement weather and/or severe flooding and/or traffic congestion/gridlock, and/or for any other reason decided by the University and/or the government, employees already on sick leave for that day will still be on sick leave for a whole day.

3.1.22 If the University or the government declares a special holiday or special day and an employee is on sick leave on that day, one day shall be credited back to the employee’s sick leave credits.

3.1.23 Sick leave with pay consists of the employee’s gross pay and family allowance/subsidy, if any.

3.2 Conversion 

3.2.1 At the end of each fiscal year all unused sick leave credits are converted automatically into their cash equivalent and placed in the Reserve for Unused Sick Leave Benefits.

3.2.2 Conversion to its cash equivalent is based on the new gross pay of an employee for the year that the leave was earned.  

3.2.3 New gross pay for purposes of sick leave conversion under Policy Guideline 3.2.1 is the total of composite pay, allowances [rice, laundry, and clothing] and other subsidies [meal and transportation], and shall be based on the rate of the same on fiscal year it was earned.

3.2.4 Permanent employees who resign from the University prior to completing the ten [10] month residency period to earn fifteen [15] workdays of sick leave shall be credited sick leave at the rate of one [1] day for each full month of service.  The cash equivalent of any unused sick leave will be included in the employee’s final pay.

3.2.5 The accrued sick leave credits of a probationary employee who resigns or is terminated prior to permanency shall be forfeited. 

3.3
Any Leave without Pay (LWOP) due to sickness or injury is deducted from an employee’s length of service record and, consequently, the computation for one’s retirement benefits is affected as well.

4.0
PROCEDURE

4.1 If an employee becomes sick or is injured during office hours, the employee shall proceed to the unit infirmary or accredited clinic for examination and treatment.  If the sickness or injury will necessitate that the employee recuperate and rest, the University physician or nurse will inform the employee’s immediate superior. 

4.2 The employee shall then accomplish the Leave Application Form in three [3] copies. The leave application shall be duly signed and approved by his/her immediate supervisor.  All copies shall then be submitted to the OHRMOD on or before the payroll deadline of the OHRMOD to the Central Accounting Office.  Distribution is as follows:

4.2.1 OHRMOD
4.2.2 Employee

4.2.3 Unit Head

4.3 If an employee shall become sick or is injured before office hours, the employee, or his/her representative, shall inform his/her immediate supervisor of the reason for the sick leave before or within the first working hour of each working day when sick leave is availed to enable his/her immediate supervisor to make the necessary adjustments in the unit/department/office. 

4.3.1 A formal approval will have to be secured immediately upon return to work.

4.4 The employee shall directly, or through his/her representative, provide an approximation as to the number of days he/she will be on sick leave and shall not be able to report for work.

4.5 The employee or his/her representative must call his/her immediate superior daily during the duration of his/her absence.  However, this requirement of having to call in daily while on sick leave shall be waived when an employee is confined in a hospital AND is critically ill.

4.6 The requirement of having to call in daily may be waived upon presentation of a prescription/advice to rest as certified by a qualified attending physician.

4.7 If the duration of the sick leave is three [3] consecutive days or more, the employee is required to submit a medical certificate which shall state the nature of the illness and the date of the onset of the illness/injury.

4.8 If an employee shall be on sick leave for a total of three [3] days in any given month or 30-day period, the employee shall also present a medical certificate together with the sick leave application that shall state the nature of the illness and the date of the onset of the illness/injury.

4.9 The employee availing of the leave shall ensure that each approved leave application form has the signatures/initials of his/her immediate supervisor and unit head.  Any leave application without proper signature and approval shall be treated as Leave without Pay (LWOP) and/or Absence without Official Leave (AWOL).

4.10 The immediate supervisor shall fill-up Part II – Recommendation of Supervisor stating approval or disapproval of the leave application.  The unit head shall fill-up Part III – Recommendation of the Unit Head stating approval or disapproval of the leave application.

4.11 The unit through the employee’s immediate supervisor shall forward the leave application to the OHRMOD.

4.12 The Unit concerned shall prepare a Absence Report Form (AR Form) [F-009-035-001-2] of all employees in the Unit for submission to the OHRMOD not later than the 5th to 10th day of the succeeding month covering the previous month for all monthly paid employees and not later than Wednesday of the succeeding week covering the previous week for all weekly paid employees.

4.13 The OHRMOD shall receive all the copies of the Leave Application Form (LA Form) and note the balance of leaves in Part IV – Leave Balance and check the appropriate box in Part V – Action Taken as to whether approved or disapproved.  Copies shall be returned to the employee and the unit head through the immediate supervisor.

4.14 The OHRMOD shall be responsible for maintaining a sick leave ledger for each permanent employee.  

5.0
APPENDICES

	Document No.
	Document Title - Page Type
	Filename / Hyperlink 

	F-009-035-001-1
	Leave Application Form 

(LA Form) 
	..\M-009-035-001 Vacation Leave\F-009-035-001-1 LA Form   Rev MAR 2016.xlsx

	F-009-035-001-2
	Absence Report Form 

(AR Form) 
	..\M-009-035-001 Vacation Leave\F-009-035-001-2 Absence Report Form    AR Form   Rev MAR 2016.xlsx


VIOLATIONS OF ANY OF THE PROVISIONS CONTAINED IN THIS POLICY

 SHALL BE GOVERNED BY THE UNIVERSITY’S POLICY AND CURRENT PRACTICES ON DISCIPLINARY ACTION CASES AND GRIEVANCES, IF APPLICABLE.

THE UNIVERSITY ADMINISTRATION IN THE EXERCISE 

OF ITS SOLE AND EXCLUSIVE PREROGATIVE, 

MAY ADD, AMEND, REVISE AND/OR DELETE THIS POLICY.

THIS SUPERSEDES ALL POLICIES, CIRCULARS AND MEMORANDA 

INCONSISTENT WITH THOSE CONTAINED IN THIS DOCUMENT.

IN THE EVENT ANY PORTION OF THIS POLICY IS REPEALED

 BY PROVISION OF LAW, IT SHALL NOT AFFECT THE REMAINING PROVISIONS 

NOT INCONSISTENT WITH THE LAW.
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