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1.0 OBJECTIVE

To promote the family as the foundation of the nation, strengthen its solidarity and ensure its total development through the granting of benefits and privileges to “Solo Parents” as embodied under Republic Act No. 8972 – “The Solo Parents’ Welfare Act of 2000”.  

2.0
SCOPE

All employees of the University with at least one year of service, and who are “Solo Parents” as defined in Republic Act No. 8972—The Solo Parents Welfare Act of 2000” and who have complied with the requirements set forth therein.

3.0 POLICY GUIDELINES

3.1 "Solo parent" - any individual who falls under any of the following categories:
3.1.1 A woman who gives birth as a result of rape and other crimes against chastity even without a final conviction of the offender: Provided, that the mother keeps and raises the child;

3.1.2 Parent left solo or alone with the responsibility of parenthood due to death of spouse; 
3.1.3 Parent left solo or alone with the responsibility of parenthood while the spouse is detained, or is serving sentence for a criminal conviction for at least one (1) year; 
3.1.4 Parent left solo or alone with the responsibility of parenthood due to physical and/or mental incapacity of spouse as certified by a public medical practitioner; 

3.1.5 Parent left solo or alone with the responsibility of parenthood due to legal separation or de facto separation from spouse for at least one (1) year: Provided, that he or she is entrusted with the custody of the children;
3.1.6 Parent left solo or alone with the responsibility of parenthood due to declaration of nullity or annulment of marriage as decreed by a court or by a church: Provided, that he/she is entrusted with the custody of the children;
3.1.7 Parent left solo or alone with the responsibility of parenthood due to abandonment of spouse for at least one (1) year;
3.1.8 Unmarried mother/father who has preferred to keep and rear his/her child/children instead of having others care for them or give them up to a welfare institution; 
3.1.9 Any other person who solely provides parental care and support to a child or children provided he/she is duly licensed as a foster parent by the Department of Social Welfare and Development or duly appointed legal guardian by the court; 
3.1.10 Any family member who assumes the responsibility of head of family as a result of the death, abandonment, disappearance or prolonged absence of the parents or solo parent provided, that such abandonment, disappearance, or absence lasts for at least one (1) year. 
3.2 “Children” refer to those living with and dependent upon the solo parent for support, who are unmarried, unemployed and below eighteen (18) years of age, or even eighteen (18) years and above but are incapable of self-support because of mental and or physical defect/disability as certified by a public medical practitioner.  

3.3 Any solo parent after due assessment of the duly appointed or designated social worker in the area of domicile and who has complied with the conditions set forth under the law, including securing and presenting to the University Administration the Solo Parent Identification Card AND who shall have submitted a duly notarized “Affidavit of Undertaking” (AOU Form) [F-009-035-008-1] shall be eligible for the following benefits subject to the ensuing conditions:
3.3.1 Parental Leave Benefits.
3.3.1.1 Ateneo de Manila University (AdMU) shall grant all employees, who are solo parents and who have completed at least one (1) year of service, whether continuous or broken (which include approved leaves with pay), seven [7] working days Parental Leave with Pay (PLP) per fiscal year.  Parental leave shall not be commutable and cumulative.

3.3.1.2 Permanent employees with less than twelve [12] months of continuous service by the end of the fiscal year shall be entitled to Parental Leave credits at the pro-rated rate of 7/12 days for each full month of service (0.5883 days per month).
3.3.1.2.1
Employees who are hired after the 1st day of any month but prior to the 17th shall earn half (0.2942 days per month) of the regular allocation.
3.3.1.3 Parental Leave credits are fully earned at the end of the fiscal year (Year 1) and may only be utilized on the succeeding fiscal year (Year 2) after they are earned.  Parental Leave credits do not accumulate on a year-to-year basis.  Any earned but unused Parental Leave credits at the end of the succeeding fiscal year (Year 2) shall be forfeited (Year 1 Earn – Year 2 Enjoy; unused Year 1 credits will be forfeited in Year 3).

3.3.1.4 Any parental leave application during the period covering the first fiscal year of a probationary or permanent employee shall be recorded as Leave without Pay (LWOP).

3.3.1.4.1
Any Leave without Pay (LWOP) attributable to parental leave is deducted from an employee’s length of service record and, consequently, the computation for one’s retirement benefits is affected as well.

3.3.1.5 To avail of earned Parental Leave credits, a qualified employee must utilize the Leave Application Form (LA Form) [F-009-035-001-1].

3.3.1.5.1
If an employee (who is paid by check) will be on leave on an applicable payday, he/she may request for advance pay.  The request for advance pay must be indicated on the leave application form.  The duly accomplished form must be received by the Office of Human Resource Management and Organization Development (OHRMOD) on or before the applicable payroll deadline.  

3.3.1.6 Subject to the prior approval of a Parental Leave  by an employee’s supervisor and after presenting the Solo Parent Identification Card, an employee may be allowed to charge absences against parental leave credits for the following reasons:

3.3.1.6.1 When a child gets ill;

3.3.1.6.2 When a solo parent needs to attend to Parent-Teacher Association meetings in school;

3.3.1.6.3 For a child’s enrolment and school-related purposes;

3.3.1.6.4 Other similar circumstances necessary in the performance of parental duties and responsibilities, where the physical presence of a solo parent is required.

3.3.1.7 Parental leaves must be reported in the Absence Report Form (AR Form) [F-009-035-001-2] of the Unit concerned which shall be submitted to the Benefits Section – OHRMOD.
3.3.1.8 An employee shall not earn Parental Leave credits while on leave without pay of fourteen or during periods of suspension of fourteen [14] working days or more.

On days when work is suspended by reason of inclement weather and/or severe flooding and/or traffic congestion/gridlock, and/or for any other reason decided by the University and/or the government, an employee who is already on prior parental leave for that day will still be on parental leave for the duration the leave was filed for .
3.3.1.9 If the University or the government declares a special holiday or special day and an employee is on Parental Leave on that day, one day shall be credited back to the employee’s parental leave credits.

3.3.1.10 While every effort is made to allow employees to schedule their Parental Leave availment according to their needs, the University shall have exclusive right to approve or disapprove and/or re-schedule the same subject to the exigencies of the service.

3.3.1.11 It shall be the line unit’s responsibility to ensure that the smooth operation of the unit is not hampered by the Parental Leave of employees under their area of responsibility.
3.3.2 Flexible Work Schedule

3.3.2.1 An employee may apply for a flexible working schedule or a compressed workweek provided the same shall not affect individual and University productivity.

3.3.2.2 A compressed workweek is the reduction of the total working days while maintaining the total number of hours required (e.g., six [6] work days per week at forty-eight [48] hours per week into five [5] days at nine [9] hours and thirty [30] minutes per day for the first four [4] days and ten [10] hours on the fifth day; or six [6] work days per week at forty-four [44] hours per week into five [5] days at nine [9] hours per day for the first four [4] days and eight [8] hours on the fifth day).   

3.3.2.3 The adoption of a flexible working schedule (flexi-time) or a compressed workweek shall take into consideration the core working hours of the unit, compliance with the required hours of work per week, and the exigencies of the service.

3.3.2.4 The approving authority lies with the Unit Head who may decide to approve or disapprove the request for flexible working hours or a compressed workweek subject to the guidelines provided.

3.3.2.5 A ‘flexible working hours’ schedule does not mean that the employee is logged in once he/she reports for work and needs only to complete eight-hours of work, but that a fixed ‘working hours schedule’ outside of the University’s regular working schedule shall be adopted (e.g., instead of the University’s regular working hours of 8:00 a.m. to 5:00 p.m., the solo parent may be allowed to adopt either a 7:00 a.m. to 4 p.m., 7:30 a.m. to 4:30 p.m., 8:30 a.m. to 5:30 p.m., 9:00 a.m. to 6:00 p.m., or other similar alternative schedules).
3.3.2.6 An employee will have to file a formal request for a change in work schedule under the Policy Guidelines embodied in the Working Hours and Days (M-009-060-001) utilizing the Work Schedule Form (F-009-060-001 WS Form).

3.3.2.7 In no case shall the weekly working hours be reduced in the event the employee is allowed by the University to adopt a flexible work schedule format.

3.4 A change in the status or circumstance of the parent claiming benefits under the Act, such that he/she is no longer left with the sole responsibility of parenthood, shall terminate his/her eligibility for these benefits.  It shall be the duty and responsibility of the solo parent to inform the University of any change in his/her “Solo Parent” status/eligibility.
3.5 Any misrepresentation of the material facts in acquiring solo parent benefits may result in an administrative/disciplinary case and may subject the employee to corrective and/or disciplinary action, up to and including termination for cause. 
4.0
PROCEDURE

4.1 To be eligible for the solo parent benefits from the University and from the appropriate government agencies, the employee shall comply with the following government and University requirements:

4.1.1 The employee shall visit the Social Welfare and Development Office of the city or municipality of his/her residence to manifest his/her need for solo parent assistance.

4.1.2 The employee shall accomplish the application form for the assistance indicating, but not limited to, the following information:

4.1.2.1 Name

4.1.2.2 Age

4.1.2.3 Address/Area of Domicile

4.1.2.4 Income per month

4.1.2.5 Sources/s of income

4.1.2.6 Number of children

4.1.2.7 Circumstances of being a solo parent
4.1.3 The employee shall undergo the necessary assessment by a social worker at the city/municipal Social Welfare and Development Office.  The assessment shall cover, but not be limited to, determination of the applicant’s category as enumerated under Policy Guideline 3.1.
4.1.4 Upon the favorable evaluation of the social worker, a Solo Parent Identification Card shall be issued to the solo parent within thirty (30) days upon application, duly signed by the city/municipal Social Welfare Officer and the city/municipal mayor.  The Solo Parent Identification Card is necessary for the availment of benefits under the “Solo Parents’ Welfare Act of 2000”.  Such identification card shall be valid only for one (1) year, but may be renewed subject to a new assessment and evaluation.

4.1.5 The employee shall present the original Solo Parent Identification Card and submit a photocopy of said ID and a duly notarized “Affidavit of Undertaking” (AOU Form) [F-009-035-008] to the OHRMOD.  

4.1.6 The immediate supervisor and/or Office /Department Head shall affix his/her initial above his/her name and designation on the photocopy of the Solo Parent Identification Card to note that he/she is duly notified that the employee has applied for solo parent benefits from the University.

4.2 Parental Leave Application.

4.2.1 The employee shall accomplish the Leave Application Form (LA Form) [F-009-035-001-1] and submit the same at least three (3) working days before the date of the Parental Leave. 

4.2.2 The employee availing of Parental Leave needs to secure prior approval for the Parental Leave application, and check that the leave application form has the signatures/initials of his/her immediate supervisor and office/department head.  Any leave application without proper signatures and approvals shall have the leave 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 if advance pay is requested. 

4.2.5 If advance pay is not requested, the Unit concerned shall process the Parental Leave as an entry in the 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 Tuesday of the succeeding week covering the previous week for all weekly paid employees.  The accomplished leave application shall be retained by the Unit.
4.2.6 The OHRMOD shall be responsible for maintaining a Parental Leave ledger for each qualified permanent employee who is a solo parent.  

4.3
Flexible/Variable Work Arrangement Schedule

4.3.1 The employee shall fill up the Request for Flexible/Variable Work Arrangement Schedule Form (RFVWAS Form) [F-009-060-015-1].  In conformity with Policy Guidelines 3.3.2, the request may be recommended by the immediate supervisor, endorsed by the Office/Department Head, and approved by the Unit Head. Copy circulation is as follows:

4.3.1.1 Employee copy – original

4.3.1.2 Department/Unit copy – duplicate

4.3.1.3 Benefits Section, OHRMOD for 201 file – triplicate

4.3.1.4 Payroll Section, Central Accounting Office- quadruplicate
5.0
APPENDICES

	Document No.
	Document Title - Page Type
	Filename / Hyperlink 

	F-009-035-008-1
	Affidavit of Undertaking 

(AOU Form) 
	F-009-035-008-1 Affidavit of Undertaking Form.doc

	F-009-035-001-1
	Leave Application Form 

(LA Form) 
	F-009-035-001-1 Leave Application Form (LA Form).xls

	F-009-035-001-2
	Absence Report Form 

(AR Form) 
	F-009-035-001-2Absence Report Form (AR Form).xls

	F-009060-015-1
	Request for Flexible/Variable Work Arrangement Schedule Form
	F-009-060-015-1Request for Flexible/Variable Work Arrangement Schedule (RFVWAS) 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.

t

AMDG
	Unit Document Controller
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	Date
	Signature
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No portion of this Standard/Manual may be reproduced in books, pamphlets, outlines, or notes,

whether printed, machine-copied, mimeographed, typewritten or in any other form for distribution or sale, 

without the agreement and the written consent of the Unit Document Controller (UDC) and Unit Head.
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