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1.0
OBJECTIVE

To provide qualified employees with financial subsidies to meet expenses for the family. 

2.0
SCOPE

All full-time, permanent non-teaching staff of the University who are either single, legally married, legally separated or widowed, and who have a permanent appointment, and who have no legitimate or legally adopted dependent(s) covered by the Family Allowance benefit.

All full-time administrators of the University who are either single, legally married, legally separated or widowed, who have an appointment contract for at least one year, and who have no legitimate dependent(s) covered by the Family Allowance benefit.   

All full-time professionals of the University who are either single, legally married, legally separated or widowed, who have an appointment contract for at least one year with an approved budget item, and who have no legitimate dependent(s) covered by the Family Allowance benefit.   

3.0
POLICY GUIDELINES
3.1 The University agrees to grant Four Hundred Forty Pesos (PHP440.00) monthly as family subsidy for each eligible employee as defined under in 2.0 Scope of this policy. 

3.2 Eligible 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 minimum of a one-year appointment contract.  The allowance shall be retroactive to initial appointment date.  

3.2.3 A professional must have a minimum of a one-year appointment contract and an approved budget item.  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 If and when an employee has a legitimate or legally adopted child below the age of twenty (20) who can be covered by the policy on Family Allowance, he/she is no longer qualified for the Family Subsidy benefit and, instead, must submit documents for coverage under the Family Allowance benefit. 

3.5 The family subsidy shall be released through the payroll.

4.0
PROCEDURE

4.1 The Total Rewards Section (TRS) – Office of Human Resource Management and Organization Development (OHRMOD) shall process the family subsidy for all eligible employees specifically:

4.1.1 Single employees; and

4.1.2 Legally married, legally separated or widowed employees without dependents who qualify for the Family Allowance due to dependents’ being twenty-one (21) years of age or being married. 

4.2 If an employee is qualified to receive the Family Subsidy, the TRS – OHRMOD will prepare three [3] copies of the Approval of Family Subsidy Form Letter (AFS Form) [F-009-035-007-1]. The original will be forwarded to the qualified employee concerned while a copy will be provided to the Payroll Section – Central Accounting Office.  A file copy shall be inserted in the 201 file of the qualified employee.

4.3 The TRS – OHRMOD shall prepare the List of Family Subsidy (LFS Report) [R-009-035-007-1] which shall be submitted to the Payroll Section – Central Accounting Office at the start of the fiscal year and updated when necessary.  This list contains the list of Names of Qualified Employees, Civil Status, Unit Assignment, Sub-Unit Assignment, Personnel Classification, Effectivity Date, Title, Employment Status, and Rate.

5.0
APPENDICES

	Document No.
	Document Title - Page Type
	Filename / Hyperlink 

	F-009-035-007-1
	Approval of Family Subsidy (AFS Form)
	F-009-035-007-1 AFS Form.doc

	R-009-035-007-1
	List of Family Subsidy 

(LFS Report)
	R-009-035-007-1 LFS 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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