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1.0
OBJECTIVE

To provide qualified employees with financial assistance for legitimate dependents. 
2.0
SCOPE

All full-time permanent non-teaching staff of the University who are legally married, who have a permanent appointment, and who have legitimate dependents age twenty (20) and below. 

All full-time administrators of the University who are legally married, who have an appointment contract for at least one year, and who have legitimate dependents age twenty (20) and below. 

All full-time professionals of the University who are legally married, who have an appointment contract for at least one year, and who have legitimate dependents age twenty (20) and below. 

3.0
POLICY GUIDELINES
3.1 The University agrees to grant to each eligible employee who is legally married, Five Hundred Forty-five Pesos (PHP545.00) monthly for each legitimate or legally adopted child up to the age of twenty (20) who is dependent upon the parent-employee for sustenance and is not legally married nor gainfully employed.

3.2 Qualified Employees and Start of Coverage: 

3.2.1 The non-teaching staff must, at least, have a permanent appointment contract and shall have rendered service for six (6) continuous months.  The allowance shall be retroactive to initial appointment date as a probationary employee.

3.2.2 An administrator must have a one-year appointment contract.  The allowance shall be retroactive to initial appointment date.  

3.2.3 A professional must have a one-year appointment contract.  The allowance shall be retroactive to initial appointment date.

3.2.4 Any qualified employee hired as permanent and who did not undergo a probationary period shall be covered from the initial appointment date as a permanent employee.

3.3 If both spouses are employed and both are eligible to receive the allowance, only the husband shall be granted the allowance. 

3.4 Once a legitimate or legally adopted child gets married, is gainfully employed and/or reaches the age of twenty-one (21), the child becomes ineligible for the family allowance. 

3.4.1 A qualified employee is obligated to inform the University, in writing and noted by his/her Unit Head, when a child becomes ineligible for the family allowance.

3.4.2 Failure to inform the University, in writing, within thirty (30) days of such an event may give rise to appropriate disciplinary action where warranted.

3.4.3 Any amount which was erroneously disbursed for a child over the age of twenty-one (21) shall be recovered through salary deduction.

3.5 The family allowance shall be released through the payroll.

4.0
PROCEDURE

4.1 To receive the family allowance, a qualified employee must first submit the following to the Total Rewards Section (TRS) – Office of Human Resource Management and Organization Development (OHRMOD):

4.1.1 The photocopy of the duly registered marriage contract together with the original for verification, if the document has not been provided to the OHRMOD hiring or in the course of employment.  

4.1.2 The photocopy of the Certified True Copy or Authenticated Copy of the birth certificate duly registered with the Local Civil Registrar with a local civil registry number of each legitimate or legally adopted child together with the original for verification.

4.1.2.1
Supplementary family allowance for additional legitimate or legally adopted children shall only require the photocopy of the Certified True Copy or Authenticated Copy of the birth certificate duly registered with the Local Civil Registrar with a local civil registry number together with the original for verification.  

4.2 If approved for the grant of family allowance, the qualified employee will receive the following documents prepared by the TRS – OHRMOD:

4.2.1 Family Allowance: Listing of Eligible Dependents Form (FALED Form) [F-009-035-006-1].  This form contains the names of the qualified employee and spouse including the child/children covered by the family allowance.  It shall state the date of birth of the child, supporting papers presented, and in the Remarks column the date it was presented.  The form shall also provide details on the Date of Marriage, Place of Marriage and who solemnized the marriage.  Contract dates of employment will be reflected as well.  This information shall be verified by the employee and, if correct, shall be signed by the employee, signifying completeness and correctness of the document, and returned to the TRS –OHRMOD.

4.2.1.1 The TRS – OHRMOD shall file the duly signed Family Allowance: Listing of Eligible Dependents Form (FALED Form) [F-009-035-006-1] in the 201 file of the qualified employee concerned.

4.2.2 An Approval of Family Allowance Form (AFA Form) [F-009-035-006-2] duly signed by the Director of the OHRMOD.  

4.2.2.1 OHRMOD shall file a copy of the Approval of Family Allowance Form (AFA Form) [F-009-035-006-2] in the 201 file of the qualified employee concerned.

4.2.2.2 Another copy shall be provided to the Payroll Section – Central Accounting Office for implementation.

4.3 If a legitimate or legally adopted child becomes ineligible for the family allowance by reason of marriage, having gainful employment and/or upon reaching the age of twenty-one (21), the qualified parent-employee shall be responsible for informing the University, in writing and noted by his/her Unit Head, through the TRS – OHRMOD within thirty (30) calendar days of the event.

4.3.1 Failure to inform the University within thirty (30) calendar days of such an event may be made grounds for disciplinary action.

4.3.2 Any overpayment due to an error where the legitimate or legally adopted child continues to receive the Family Allowance despite being twenty-one (21) years of age will be recovered from the employee through salary deduction.

4.4 The TRS – OHRMOD shall prepare the following reports which shall also be submitted to the Payroll Section – Central Accounting Office at the start of the fiscal year:

4.4.1 Family Allowance Report (FA Report) [R-009-035-006-1].  This report contains the list of Names of Qualified Employees, Unit Assignment, Names of Dependents, Dates of Birth of Dependents, Dates of Termination of Family Allowance, and the Total Number of Eligible Dependents.  This list contains the list of dependents whose family allowance will be terminated during the current fiscal year upon reaching the age of twenty-one (21).    

4.4.2 Family Allowance Number of Dependents Report (FAND Report) [R-009-035-006-2].  This report contains the Name of the Qualified Employee, Unit Assignment, Sub-Unit Assignment, Qualified Employee Classification, and the Number of Dependents.  This list contains the total number of qualified employees with family allowance and the number of qualified dependents.

5.0
APPENDICES

	Document No.
	Document Title - Page Type
	Filename / Hyperlink 

	F-009-035-006-1
	Family Allowance: Listing of Eligible Dependents Form (FALED Form)
	F-009-035-006-1 FALED Form.xls

	F-009-035-006-2
	Approval of Family Allowance Benefit Form (FAB Form)
	F-009-035-006-2 FAB Form.xls

	R-009-035-006-1
	Family Allowance Report 

(FA Report)
	R-009-035-006-1 FA Report.doc


	R-009-035-006-2
	Family Allowance Number of Dependents Report 

(FAND Report)
	R-009-035-006-2 FAND Report.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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