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1.0 OBJECTIVE

To grant permanent University employees emergency leave with pay to enable them to attend to serious and urgent matters.

2.0
SCOPE

All permanent employees of the University. 

3.0 POLICY GUIDELINES
3.1 Ateneo de Manila University (ADMU) grants all permanent employees, who have completed one [1] year of continuous service, seven [7] workdays of Emergency Leave with pay per fiscal year.

3.2 Permanent employees with less than one [1] year of continuous service by the end of the fiscal year are credited Emergency Leave credits at the rate of 0.583 of a day (or 7/12) for each full month of service.

3.3 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 Policy Guideline 3.2.

3.4 The Emergency Leave privilege and consequent emergency leave credits earned do not accumulate nor is it convertible to cash.

3.5 The paid emergency leave may be availed of for any of the following reasons:

3.5.1 Serious or life threatening illness, accident or death of a member of the immediate family (father, mother, legitimate spouse, legitimate child, brother or sister) or a special family relation.

3.5.1.1 A special family relation is defined as the relative who brought up or took care of the employee. 

3.5.1.2 Another definition for a special family relation is a relative who at the time of death was living with the employee and where the wake is held at the employee’s residence.  

3.5.2 Occasion when the employee’s presence is required by law (e.g., appearance in court – subpoena or notice of hearing must be presented).

3.5.3 Other reasons which the Administration may consider justifiable including fortuitous events defined as typhoon, flood, fire, earthquake or events of a similar nature that directly prevent an employee from reporting for work. 

3.6 When feasible, notice should be given to the supervisor before going on emergency leave.

3.7 The employee, or his/her representative, must call his/her immediate supervisor within the first hour of his/her work shift during the duration of the emergency leave to enable his/her immediate supervisor to make the necessary adjustments in the unit/department/office.

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

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

3.9 To avail of earned emergency leave credits, an employee must utilize the Leave Application Form (LA Form) [F-009-035-001-1] upon his/her return to work.

3.10 Emergency Leaves must also be reported in the regular Absence Report (AR Form) [F-009-035-001-2] of the unit concerned.

3.11 If the emergency leave credits of an employee are exhausted and the employee needs to go on emergency leave, Vacation Leave may be used in lieu of emergency leave.

3.12 An employee shall not earn emergency 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.

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

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

3.15 Any Leave without Pay (LWOP) attributable to an emergency leave 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 The employee shall accomplish the Leave Application Form in three [3] copies.  The leave application shall be duly signed and approved by the employee’s immediate supervisor.  All copies shall then be submitted to the Total Rewards Section (TRS) – Office of Human Resource Management and Organization Development (OHRMOD) on or before the payroll deadline of the OHRMOD.  Distribution is as follows:

4.1.1 OHRMOD
4.1.2 Employee

4.1.3 Unit Head

4.2 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).

4.3 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.

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

4.5 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.

4.6 The OHRMOD shall receive all the copies of the Leave Application Form (LA Form) [F-009-035-001-1] 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.

4.7 The OHRMOD shall be responsible for maintaining an emergency 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
	Regular Absence Form 

(RA 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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