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1.0
OBJECTIVE

To ensure the physical well-being and welfare of female employees after giving birth (normal or caesarian), medically necessary abortion or miscarriage.

2.0
SCOPE

All female employees of the University who give birth, have a medically necessary abortion or miscarriage, with at least three [3] months contributions to the Social Security System (SSS) within a twelve [12] month period immediately preceding the semester of her childbirth, medically necessary abortion or miscarriage and has given the SSS the requisite notification of her pregnancy, through the University, in accordance with its rules and regulations.

3.0
POLICY GUIDELINES
3.1
The University agrees to grant a maternity leave benefit to female employees in accordance with law as follows:

3.1.1 Pursuant to Republic Act No. 8282 amending Republic Act No. 1611 – “The Social Security Law” and Republic Act No. 7322 – “Increasing Maternity Benefits in Favor of Women Workers in the Private Sector” the following guidelines are hereby adopted:

3.1.1.1 Maternity leave with pay is for sixty [60] calendar days in cases of normal delivery, medically necessary abortion or miscarriage and seventy-eight [78] calendar days for caesarian delivery.

3.1.1.2 All female employees shall be entitled to the SSS maternity benefit as provided for by the Social Security Law or equivalent to one hundred percent [100%] of her average daily salary credit for sixty [60] calendar days for normal delivery, medically necessary abortion or miscarriage or seventy-eight [78] days for caesarian delivery, subject to the following conditions set by the SSS:

3.1.1.2.1 “That the employee shall have notified her employer of her pregnancy and the probable date of her childbirth, which notice shall be transmitted to the SSS in accordance with the rules and regulations it may provide;”

3.1.1.2.2 ”The full payment shall be advanced by the employer within thirty [30] days from the filing of the maternity leave application;”

3.1.1.2.3 “That the payment of daily maternity benefits under RA 8282 shall be a bar to the recovery of sickness benefits for the same period for which daily maternity benefits have been received;”

3.1.1.2.4 “That the maternity benefits provided under RA 8282 shall be paid only for the first four [4] deliveries or miscarriages.”

3.2 The University grants a maternity benefit to legally married female employees which amounts to the difference between the SSS maternity leave benefit and the maternity leave pay which is composed of the employee’s composite pay and allowances (but excluding additional compensation) which shall be released through the regular payroll.

3.3 For the 5th and succeeding deliveries or miscarriages, the University grants a maternity benefit to legally married female employees which amounts to the employee’s composite pay and allowances (but excluding additional compensation) which shall be released through the regular payroll.

3.4 For unmarried female employees, the maternity benefit shall be the SSS maternity leave benefit alone.  However, the female employee may file for vacation and/or sick leave with pay if she has vacation and/or sick leave credits available.

3.5 To avail of maternity leave (either with pay or without pay), an employee must utilize the Leave Application Form (LA Form) [F-009-035-001-1] prior to going on leave.

3.6 Maternity leave (either with pay or without pay) must also be reported in the regular Absence Report Form (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 (OHRMOD).

3.7 An employee shall not earn leave credits (vacation, sick or emergency) while on leave without pay of fourteen [14] working days or more.

3.8 Any Leave without Pay (LWOP) attributable to maternity leave (without pay) 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 Upon Pregnancy:

4.1.1
When a covered employee becomes pregnant, she must immediately notify the TRS - OHRMOD and submit the following at least 60 days from the date of conception:

4.1.1.1 SSS Maternity Notification Form (SSS Form - MAT 1) [F-009-034-004-1]

4.1.1.2 The pregnancy test result or ultrasound test report

4.1.1.3 The employee’s SSS digitized ID card or the acknowledgement receipt stub of the application for SSS ID card (SSS form E-6)

4.1.1.4 Two [2] valid ID cards with pictures 

4.1.2 The TRS - OHRMOD will submit the SSS Maternity Notification Form (SSS Form - MAT 1) together with the pregnancy test result or ultrasound test report within fifteen [15] days of receipt from employee to the SSS.  This should be duly received by the SSS (and will be attached to the SSS Maternity Reimbursement Form (SSS Form - MAT2) [F-009-035-004-2] when filling for the reimbursement.)

4.2 Prior to going on Maternity Leave:

4.2.1 The employee shall accomplish the Leave Application Form in three [3] copies, when advance pay is requested, a fourth copy is required prior to going on maternity leave.  The leave application shall be duly signed and approved by the employee’s immediate supervisor.  All copies shall then be submitted to the TRS – OHRMOD on or before the payroll deadline of the OHRMOD to the Central Accounting Office.  Distribution is as follows:

4.2.1.1 OHRMOD
4.2.1.2 Employee

4.2.1.3 Unit Head

4.2.1.4 Central Accounting Office

4.2.2 The employee availing of the leave shall ensure that each approved leave application form has the signatures/initials of 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).

4.2.3 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.

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

4.2.5 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, if applicable, 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.

4.2.6 The OHRMOD shall be responsible for maintaining the appropriate leave ledger (either vacation and/or sick leave) for each permanent employee, if applicable. 

4.3 Upon Return to Work:

4.3.1 The female employee must sign the accomplished SSS Maternity Reimbursement Form (SSS – MAT2) [F-009-035-004-2] and submit the same together with the following requirements:

4.3.1.1 In case of Normal Delivery: 

4.3.1.1.1 Certified True Copy or Authenticated Copy of the birth certificate duly registered with the Local Civil Registrar with a local civil registry number.

4.3.1.2 In case of Caesarian Delivery:

4.3.1.2.1 Certified true copy or authenticated copy of the birth certificate of the duly registered with the Local Civil Registrar with a local civil registry number.

4.3.1.2.2 Operating Room Record or Surgical Memorandum duly certified by the hospital where the member is confined

4.3.1.3 In case of Stillbirth:

4.3.1.3.1
Fetal Death Certificate duly registered with the Local Civil Registrar with a local civil registry number.

4.3.1.4 In case of Miscarriage or Medically Necessary Abortion:

4.3.1.4.1 Pregnancy test before and after miscarriage /medically necessary abortion.

4.3.1.4.2 Medical Certificate /Obstetrical History form indicating the number of miscarriages duly certified by the attending physician with his/her license number, printed name and signature.

4.3.1.4.3 D & C Report for incomplete abortion duly certified by the authorized hospital representative where the member was confined.

4.3.1.4.4 Hystopath Report for complete abortion.

4.3.1.5
In case of Separation from Employment prior to release of Maternity Benefits:

4.3.1.5.1 Certification from Employer with the effective date of separation.

4.4 The TRS – OHRMOD shall be responsible for claiming reimbursement with the SSS for the maternity benefits advanced by the University to the employee.  

4.5 The Unit concerned shall prepare an 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 refund of the tax withheld covering the amount of the SSS maternity benefit will be processed for reversal and credited through payroll as soon as the SSS reimburses the University.

5.0
APPENDICES
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	Filename / Hyperlink 
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	Leave Application Form 
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	F-009-035-004-1
	SSS Maternity Notification Form (SSS Form – MAT1)
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	F-009-035-004-2 SSS MAT2 - Maternity Reimbursement Form.pdf


VIOLATIONS OF ANY OF THE PROVISIONS CONTAINED IN THIS POLICY
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