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1.0 OBJECTIVE

To ensure that their immediate superiors know the whereabouts of all employees at all times during office hours and to maintain a permanent record of the same for the unit concerned.

2.0
SCOPE

This policy covers all non-teaching staff (e.g., office staff, information technology positions, maintenance staff, technician positions and contractual positions) and professionals. 

3.0 POLICY GUIDELINES
3.1 It is the responsibility of the employee to keep his/her supervisor informed of his/her whereabouts during office hours.  

3.2 Supervisors shall be held responsible for monitoring and keeping an official record (e.g. logbook, daily/weekly locator chart – on white or black board, daily/weekly locator sheet, etc.) of an employee’s whereabouts when not in the workstation during office hours.  

3.3 An employee who has to leave the campus on official business during office hours must obtain prior permission from his/her immediate supervisor or from the school official/faculty making the work request or his/her representative using the Employee Pass Form (EP Form) [F-009-060-005-1].

3.4 Any employee who has to leave the campus for an extended period of one hour or more during office hours for personal reasons must also obtain prior permission from his/her immediate supervisor using the Employee Pass Form.

4.0
PROCEDURE

4.1 The employee who has to leave the campus for either personal reasons for an hour or more or for official business shall be required to fill up two copies of the Employee Pass Form (EP Form) [F-009-060-005-1] prior to requesting for approval of the concerned school official.  

4.2 The employee going out of the campus on official business shall have the Employee Pass Form (EP Form) [F-009-060-005-1] duly signed by the concerned school official as follows:

4.2.1 For work instructed by immediate superior – immediate superior

4.2.2 For work instructed by faculty/school official – faculty/school official concerned

4.2.3 For work instructed by faculty/school official as relayed by his/her representative – his/her representative

4.3 The employee going out of the campus for personal reasons for an hour or more shall have the Employee Pass Form (EP Form) [F-009-060-005-1] duly signed by his/her immediate superior.

4.4 Copies of the employee pass form shall be distributed as follows:

4.4.1 Original  
– 
unit/department/office file

4.4.2 Duplicate 
–
employee copy

4.5 Unit heads shall ensure that all employees who have to leave the campus during office hours under conditions aforestated are authorized by duly accomplished and signed employee pass forms. 

5.0
APPENDICES

	Document No.
	Document Title - Page Type
	Filename / Hyperlink 

	F-009-060-005-1
	Employee Pass Form 

(EP Form)
	F-009-060-005-1 Employee Pass 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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without the agreement and the written consent of the Unit Document Controller (UDC) and Unit Head.



