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1.0
OBJECTIVE

To allow a married male employee to lend support to and be with his legitimate spouse during childbirth or for the pre-natal and post-natal needs of his legitimate spouse.

2.0
SCOPE

All married male employees of the University whose legitimate spouse gives birth, undergoes a medically necessary abortion, or suffers from a miscarriage or for pre-natal and post-natal needs of their legitimate spouses.

3.0
POLICY GUIDELINES
3.1
The University agrees to grant paternity leave to married male employees in accordance with law as follows:

3.1.1 Pursuant to Republic Act No. 8187 – “An Act Granting Paternity Leave of Seven [7] Days with Full Pay to all Married Male Employees in the Private and Public Sectors for the First Four Deliveries of the Legitimate Spouse with whom He is Cohabiting and for Other Purposes” and the “Paternity Leave Act of 1996,” the following guidelines are hereby adopted:

3.1.1.1 Paternity leave with pay is for seven [7] working days. 

3.1.1.2 Paternity leave is for the first four [4] deliveries of the legitimate spouse with whom he is cohabiting.

3.1.1.3 A married male employee shall inform the University of the pregnancy of his legitimate spouse once he learns of her pregnancy, or not later than one [1] month prior to going on paternity leave.

3.1.1.4 Paternity leave may be availed before, during or after delivery, in instances of a medically necessary abortion or miscarriage as long as its availment does not exceed sixty [60] days after delivery or the instance of a medically necessary abortion or miscarriage. 

3.1.1.5 To avail of paternity leave, an employee must utilize the Leave Application Form (LA Form) [F-009-035-001-1] prior to going on leave.

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

4.0 PROCEDURE

4.1 A married male employee will have to inform the University, through the TRS – OHRMOD coursed through his assigned unit, about the pregnancy of his legitimate spouse through the submission of the Paternity Notification Form (PN Form) [F-009-035-005-1] together with the required supporting documents including the original document for verification/certification as follows:

4.1.1 Photocopy of the duly registered marriage contract (only for the initial/first notification of the University).  

4.1.2 Physician’s Certification as to the expected date of delivery. 

4.2 An employee who has availed of Paternity Leave shall submit the required document within thirty [30] days of the event, as follows:  

4.2.1 In case of Normal/Caesarian Delivery:

4.2.1.1
Photocopy of the birth certificate duly registered with the Local Civil Registrar with a local civil registry number.  

4.2.2 In case of Stillbirth:

4.2.2.1 Photocopy of the Fetal Death Certificate duly registered with the Local Civil Registrar with a local civil registry number, or

4.2.2.2 Photocopy of the Medical Certificate by the attending physician with his/her license number, printed name and signature, or

4.2.2.3 Photocopy of the Certification from Hospital duly certified by the authorized hospital representative where his legitimate spouse was confined.

4.2.3 In case of Miscarriage or Medically Necessary Abortion:

4.2.3.1 Photocopy of the Pregnancy test report and

4.2.3.2 Photocopy of the Medical Certificate by the attending physician with his/her license number, printed name and signature, or

4.2.3.3 Photocopy of the D & C Report for incomplete abortion duly certified by the authorized hospital representative where his legitimate spouse was confined, or

4.2.3.4 Photocopy of the Hystopath Report for complete abortion.

4.3 Prior to going on Paternity Leave:

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

4.3.1.1 OHRMOD
4.3.1.2 Employee

4.3.1.3 Unit Head

4.3.1.4 Central Accounting Office

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

4.3.3 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.

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

4.3.5 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 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.

4.3.6 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, if applicable, and check the appropriate box in Part V – Action Taken as to whether approved or disapproved if Procedure 4.1 has been complied with.  Copies shall be returned to the employee and the unit head through the immediate supervisor.

4.3.6.1 In the event Procedure 4.1 has not been complied with, approval of Paternity Leave shall be held in abeyance and it shall be treated as Vacation Leave with Pay (VLP) for payroll purposes until the requisite documents have been submitted.  Upon submission, the VLP will be credited back to vacation leave credits.

4.3.6.1.1 In case there are no vacation leave credits, approval of Paternity Leave shall be held in abeyance and it shall be treated as Leave without Pay (LWOP) for payroll purposes until the requisite documents have been submitted.  Upon submission of the requisite documents, the LWOP will be reversed and the corresponding pay shall be released through payroll. 

4.3.7 The OHRMOD shall be responsible for maintaining the appropriate 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

	F-009-035-005-1
	Paternity Notification Form

(PN Form) 
	F-009-035-005-1 Paternity Notification Form.doc


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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