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1.0 OBJECTIVE
1.1
The Sickness Aid Plan (SAP) is a voluntary membership plan organized to provide financial assistance to plan members if they get sick and are hospitalized for a dreaded disease.  The Plan aims:

1.1.1 To extend financial sickness aid to the plan member in the event said plan member suffers from a dreaded disease limited to:

1.1.1.1 Cancer/Malignancies;

1.1.1.2 Neurological diseases and neurosurgical conditions;

· Affecting the brain, spinal cord and peripheral nerves

(e.g. brain tumor, stroke, hypertensive bleeding, and aneurysms) 

1.1.1.3 Renal diseases;

· Requiring Dialysis, intensive treatment and/or a transplant

1.1.1.4 Liver Cirrhosis
· Liver damage due to viral infection, autoimmune tumors, parasitic infections and others but excluding liver damage due to alcohol/substance abuse and excluding all complications arising from such abuse

1.1.1.5 Cardiovascular Diseases;

· Affecting the heart and blood vessels

(e.g. myocardial infarction, valvular heart disease but excluding hypertension)

1.1.1.6 Blood Dyscrasias;

· Affecting the blood/plasma elements 

(e.g. anemia, leukemia)

1.1.1.7 Accidental Injuries; 

· (e.g. vehicular, fire, occupational but excluding self-inflicted injuries and all complication arising from self-inflicted injuries)

1.1.1.8 ICU confinement cases
· (excluding the Acquired Immune Deficiency Syndrome [AIDS] and/or the Human Immunodeficiency Virus [HIV] and excluding all complications arising for either AIDS or HIV).

2.0
SCOPE

2.1
All dues-paying members who have paid the initial contribution of the sickness aid plan and the subsequent replenishment of fund releases of the SAP.

2.2 The SAP membership shall be composed of the following:

2.2.1 Regular/permanent full-time employees who have voluntarily joined the plan either at the onset of the plan or upon becoming regular/permanent employees after the plan will have commenced.  They shall be covered immediately upon commencement of the plan or upon membership, respectively.  Their membership shall be classified as “Active” which refers to their contributing status.

2.2.2 Retirees who retire at age 60 (normal retirement) and who have been contributing/members in good standing for less than five [5] years but opt to continue being members after retirement (also identified as Extended Plan Members).

2.2.2.1
Extended Plan members must designate a regular/permanent, full-time co-employee from whom his/her sickness aid contributions can be deducted until he/she will have attained five [5] years as a contributing member in good standing. These extended plan members will be covered by the fund in the event they suffer from a dreaded disease as defined in Objective 1.1.1.   The co-employee liable for the contributions of a retiree shall be held responsible for the share of the retiree in any sickness aid disbursed until the five-year period shall have been attained or up to the death of the retiree, whichever comes first. Their membership shall also be classified as “Active” which refers to their contributing status.

2.2.3
Retirees who retire at age 60 (normal retirement) and who have been contributing/members in good standing for five [5] years or more.  These retirees will no longer be required to continue replenishing disbursements after retirement but will receive assistance from plan members should they get sick of a dreaded disease as defined in Objective 1.1.1.  Their membership shall also be classified as “Inactive” which refers to their contributing status.

3.0
POLICY GUIDELINES

3.1 The employee must agree to: 
3.1.1 Contribute a membership fee of PHP200.00, and

3.1.2 Donate PHP100.00 each time a member gets sick of a dreaded disease as defined in Objective 1.1.1.  
3.2 The membership fee will be used as seed money of the SAP fund.  The PHP100.00 donation will be deducted from the employee's salary each time a plan member gets sick of a dreaded disease as defined in Objective 1.1.1.  
3.3 The sickness aid plan is meant to augment the Health Care Benefits extended by the University and shall cover expenses related to hospitalization, treatment and other medical needs of a plan member.  Sickness aid is only given when the University Health Care benefits have been exhausted.  

3.4 If a plan member, extended plan member or retiree dies without incurring any medical expenses or if the University's health care benefit is sufficient, no sickness aid will be disbursed. 

3.5 A plan member, extended plan member or a retiree who has been a member in good standing for at least five [5] years, who is hospitalized due to a dreaded disease as defined in Objective 1.1.1 shall receive sickness aid from each active plan member amounting to ONE HUNDRED PESOS (PHP100.00) after he/she files all the requisite documents including the SAP Financial Assistance Claim Form (SAP FA Claim Form) [F-009-080-001-2].

3.6 A plan member may authorize representative/s to whom the benefit shall be released, during enrollment in the plan, in the event a plan member is indisposed using the SAP Authority to Deduct and Record of Authorized Representative/s and Next of Kin Form (SAP ATD–RARNK Form) [F-009-080-001-1]. 

3.7 If no authorized representative/s is/are listed for purposes of this Plan, a plan member’s next of kin is defined as follows and in the following order of priority:

3.7.1 Married Plan member

3.7.1.1 Legal Spouse

3.7.1.2 Children

3.7.1.3 Children by adoption (as evidenced by the appropriate court documents)

3.7.1.4 Parents (as reflected in the employee’s birth certificate)

3.7.1.5 Brothers/Sisters (as reflected in the employee’s birth certificate and the brother(s) and/or sister(s) birth certificate)

3.7.2 Single Plan member

3.7.2.1 Children (if any, as reflected in the child’s birth certificate)

3.7.2.2 Children by adoption (if any, as evidenced by the appropriate court documents)

3.7.2.3 Parents (as reflected in the employee’s birth certificate)

3.7.2.4 Brothers/Sisters (as reflected in the employee’s birth certificate and the brother[s] and/or sister[s] birth certificate)

3.8 In case a plan member will be unable to attend to the filing of the claim and cannot personally receive the benefits under the sickness aid plan, his/her next of kin as defined in Policy Guideline 3.7 or designated authorized representative/s as defined in Policy Guideline 3.6 shall be recognized as being vested with authority to transact on his/her behalf for purposes of claims and benefits under this plan.

3.9 Membership:

3.9.1 University employees, who are qualified to join the plan before its organization and do so, become regular plan members and are covered for sickness aid benefit immediately on the same day the plan commences [under Active classification – referring to contributing status].

3.9.2 Once the sickness aid plan has commenced, University employees, who become qualified to join the plan upon regularization/permanency and do so, become regular plan members and are entitled to sickness aid benefit immediately on the same day they join and remit their initial contribution/seed money of Two Hundred Pesos (PHP200.00) or on the date the amount is deducted from their salary [under Active classification – referring to contributing status].

3.9.3 University employees who are qualified to join the plan before its organization or after regularization/permanency but opt not to do so may join the plan at anytime thereafter.  However, they must be members for six [6] months before they can be entitled to the sickness aid benefit under the plan [under Active classification – referring to contributing status].

3.9.4 Retirees:

3.9.4.1 Retirees who have been contributing/members in good standing for less than five [5] years and opt to continue being members after retirement are required to nominate a co-employee who will sign a “Conforme”/Agreement – Authority to Deduct Form (SAP CA-ATD) [F-009-080-001-3] evidencing willingness to cover the fund replenishment of the retiree until the five-year period of contributions is complied with or until the death of the retiree, whichever comes first.  They may apply for sickness aid benefits if they suffer from a dreaded disease as defined in Objective 1.1.1.   They are counted in computing the total benefits to be received by a plan member applying for sickness benefits [under Active classification – referring to contributing status].

3.8.4.1.1
It is the responsibility of the Retiree to ensure that his/her nominee shall always be current with regard to replenishment of the fund when there are disbursements due to sickness aid grants. In the event a nominee fails to cover the fund replenishment for two [2] consecutive sickness aid releases, the extended membership of the retiree shall be cancelled. 

3.9.4.2 Retirees who have been contributing/members in good standing for at least five [5] years will no longer be required to make contributions to the fund for replenishment for disbursements.  They may apply for sickness aid benefits if they suffer from a dreaded disease as defined in Objective 1.1.1.  They are not counted in computing the total benefits to be received by a plan member applying for sickness benefits [Inactive classification – referring to non-contributing status].

3.9.5 An plan member who shall go on an extended leave of absence without pay must nominate a co-employee who will sign a “Conforme”/Agreement - Authority to Deduct Form (SAP CA-ATD) [F-009-080-001-3] evidencing willingness to cover the fund replenishment of the plan member going on an extended leave.

3.9.5.1 It is the responsibility of the plan member on an extended leave of absence without pay to ensure that his/her nominee replenishes the fund when there are disbursements due to sickness aid grants. In the event a nominee fails to replenish two [2] consecutive sickness aid releases, the membership of the plan member on an extended leave of absence shall be cancelled. 

3.10 Plan members who resign, are separated or terminated from service for any reason whatsoever (except for medical reasons as defined in Objective 1.1.1) from the University shall automatically cease to be covered by this Plan on the date of the effectivity of said resignation/ separation/ termination. 

3.11 The total sickness aid, which shall be received by a plan member, shall be the total number of active plan members when the application is processed multiplied by One Hundred Pesos (PHP100.00).

3.12 Once disbursed, the amount shall be replenished through salary deduction of all current plan members (those under Active classification).

3.13 In the event that more than one sickness aid is applied for and disbursed, fund replenishment (through salary deduction) shall not exceed One Hundred Pesos (PHP100.00) for any given month.  

3.14 Disbursement of sickness aid shall be limited to the fund collections/replenishments.  If the fund is depleted through consecutive disbursements, a queuing system shall be observed until collections/replenishments shall be able to fund sickness aid requirements.

3.15 A plan member whose salary cannot cover the fund replenishment shall be responsible for immediately remitting payment to the fund managers/fund account through the Total Rewards Section, Office of Human Resource Management and Organization Development for all sickness aid disbursements.

3.15.1 A plan member who does not remit any fund replenishment shall be declared a member not in good standing and cannot avail of sickness aid until the past due fund replenishment shall have been remitted/paid.

3.15.2 If for any reason a plan member fails to meet the replenishment of the fund for two [2] consecutive sickness aid releases, his/her membership shall be cancelled.
3.15.3 It is the sole responsibility of the plan member to ensure that his/her contributions are up to date and can be covered by his/her salary.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

3.16 A cancelled membership cannot be reinstated.
3.17 Availment of sickness aid is limited to one availment per covered member.  Thus, the same plan member cannot claim sickness aid for another dreaded disease once a claim has been submitted/processed and if and when such financial aid has been disbursed.  A plan member who has received sickness aid cancels his/her membership in the plan only upon separation from the University.    

3.18 If a plan member avails of sickness aid, he/she will still be required to remit the fund replenishments for other sickness aid claimants as long as he/she is an employee.

3.19 Fund Management

3.19.1 The SAP fund shall be deposited in a regular savings account (without ATM Card) maintained at an accessible BANK under the names of the signatories defined hereunder.

3.19.2 Two (2) regular signatories and Two (2) alternates shall be authorized as fund managers and joint signatories to release funds from the Sickness Aid Plan account.  One signatory from the Office of Human Resource Management and Organization Development and one signatory from Finance and Treasurer’s Office will be required to be able to draw funds from the SAP account for disbursement to the qualified plan member.  The authorized signatories are as follows:

3.19.2.1 Director, Office of Human Resource Management and Organization Development  - regular

3.19.2.2 Director, Central Accounting Office - regular
3.19.2.3 Head – Total Rewards Section, Office of Human Resource Management and Organization Development - alternate for 3.19.2.1

3.19.2.4 University Bursar - alternate for 3.19.2.2

3.19.2.5 In case any position above becomes vacant, the replacement of the signatory shall be the next highest-ranking officer of the Unit affected until a replacement is hired wherein the authorized signatory shall revert to the previous position.

3.20 All Plan members have the right to inspect and examine the Book of Accounts and other general records of the Plan during office hours.  Personal details of plan members are not subject to inspection by other plan members unless a formal complaint for fraudulent claims is filed.

3.21 The names of plan members who request for and who qualify to receive financial aid shall be posted on the Office of Human Resource Management and Organization Development Bulletin Board located at the end of EDSA walk and the corner of the AMPC College Cafeteria and on the Office of Human Resource Management and Organization Development website.  The total amount disbursed including the total number of plan members as of date of disbursement shall also be reflected in this notice.  The total fund balance shall be reported as well.

3.22 A financial report shall be made for the period covering the start of the plan up to December 31 of the first year indicating the summary of fund movement (itemized plan memberships, disbursements and replenishments, and shall include interest income).  This summary shall be posted on the Office of Human Resource Management and Organization Development Bulletin Board located at the end of EDSA walk and the corner of the AMPC College Cafeteria and on the Office of Human Resource Management and Organization Development website.  Thereafter, a financial report shall be prepared twice a year and shall cover the period from January 1 of each year up to June 30 and again from July 1 up to December 31.  The statement shall also contain the count of plan members for each covered payroll period under the two six-month periods and the amounts disbursed and recovered including the total fund balance within forty-five (45) days after the end of each period.
3.23 Any covered medical condition in conjunction or arising in connection with a frustrated or consummated suicide attempt shall not be covered by this plan.

3.24 Any covered medical condition arising from an illegal or criminal act shall not be covered by this plan.

3.25 Any act or attempt to avail of the Sickness Aid Plan benefits based on fraudulent or false statements shall be made grounds for any, a combination of or all of the following actions:

3.25.1 Termination of the plan membership of the individual involved in the fraudulent claim;

3.25.2 The plan member’s rights and interests in the Plan shall be forfeited;

3.25.3 Immediate reimbursement of amounts claimed and disbursed through salary deduction or, if insufficient or not possible, through direct reimbursement by the individual concerned to the Finance and Treasurer’s Office which shall be coursed through the Office of Human Resource Management and Organization Development for record/monitoring purposes;

3.25.4 Said act or attempt shall be made grounds for appropriate disciplinary action with a maximum penalty of termination from employment, without prejudice to any civil/criminal liability; and/or

3.25.5 Filing of civil/criminal case against the perpetrator of the fraudulent claim.

3.26 Plan members who are under investigation and/or preventive suspension for violations of the Code of Discipline of the University, where the maximum penalty that can be meted is termination, shall have their application for SAP benefits withheld until the case has been resolved.  If the penalty meted is termination, the plan member shall forfeit all rights and interests in the plan and shall also have his/her plan membership terminated.

3.27 The initial contribution of Two Hundred Pesos (PHP200.00) and succeeding fund replenishment is non-transferable and/or non-refundable and will not be reimbursed/returned to any plan member who ceases employment with the University for any reason whatsoever.
3.28 In the event that the Sickness Aid Plan is discontinued for any reason whatsoever, a simple majority decision of all of its members present during the meeting called for the purpose (50% + 1 of those present during the meeting) will suffice to determine the disposition of the fund. 

4.0
PROCEDURE

4.1 The initial one-time contribution of Two Hundred Pesos (PHP200.00) to the Sickness Aid Plan shall be deducted from the plan member’s payroll at the onset of the plan’s implementation or when the employee joins the plan.  

4.2 Plan members shall submit a one-time written authorization for the initial deduction from their payroll AND SUBSEQUENT REPLENISHMENT OF FUNDS DISBURSED AFTER EACH CLAIM HAS BEEN PROCESSED AND APPROVED FOR PAYMENT.  

4.3 The written authorization for payroll deduction shall also identify the authorized representative/s and/or next of kin.  For this purpose, each plan member shall submit the SAP Authority to Deduct Form – Record of Authorized Representative/s and Next of Kin Form (SAP ATD – RARNK Form) [F-009-080-001-1].

4.4 Disbursement from the seed/maintained plan fund shall be processed in favor of the plan member applying for financial aid as long as all requisite documents have been submitted.
4.5 Subsequently, collection from all active plan members shall be effected through salary deduction to replenish the seed/maintained plan fund on the next available payroll immediately succeeding the processing and approval of fund disbursement.
4.6 Collection from extended plan members (retiree plan member in good standing with less than five years membership) through their nominees shall also be effected.  Please note that the failure of the nominee of the extended plan member to remit replenishment for two (2) consecutive fund disbursements shall result in the termination of the retiree’s extended plan membership.
4.7 Plan members retiring with less than five years membership shall be responsible for submitting the SAP Conforme/Agreement – Authority to Deduct (SAP CA-ATD Form) [F-009-080-001-3] of their nominees, who will agree to shoulder deductions for fund replenishments of the retiree to complete five [5] years membership in the SAP to the Head – Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development. 
4.8 No collection for fund replenishment shall be effected from retiree plan members in good standing with at least five [5] years membership. 
4.9 The sickness aid may be availed of only once in the course of the dreaded disease of the same plan member.  Recovery by the same plan member for benefits under this Plan for another dreaded disease is not allowed.

4.10 Assistance claims for sickness aid in cases where death has occurred prior to filing a claim for sickness aid shall only be given if the University's medical benefit (HMO or other) was insufficient to cover the cost of hospitalization.

4.11 All claims for the Sickness Aid shall be filed within forty-five (45) calendar days from the initial medical diagnosis by a qualified medical practitioner or within thirty (30) calendar days upon the death of the plan member (refer to Procedure 4.10) due to the reasons stated in Objective 1.1.1. 

4.11.1 The regular plan member, or if indisposed, the authorized representative/s or the next of kin shall submit to the Director - Office of Human Resource Management and Organization Development a written request.  The written request shall be endorsed by his/her immediate superior and noted by his/her unit head.  If the plan member is unable to file a claim, the name of the plan member who is suffering from a dreaded disease as defined in Objective 1.1.1. and his/her relationship with the one filing a claim shall be specified in the letter request.  Other pertinent details such as age, hiring date, regularization date and sickness shall also be reflected in the letter request.

4.11.2 Retiree plan members who have been members in good standing for five years prior to their normal retirement or Extended Plan Members shall submit to the Director of the Office of Human Resource Management and Organization Development a written request to avail of the SAP Financial Assistance for Sickness.  If the plan member is unable to file a claim, the name of the plan member who is suffering from a dreaded disease as defined in Objective 1.1.1. and his/her relationship with the one filing a claim shall be specified in the letter request.  Other pertinent details such as age, hiring date, retirement date and sickness shall also be reflected in the letter request. 

4.12 Upon receipt of the request, the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development shall issue page 1 of the SAP Financial Assistance Claim Form (SAP FA Claim Form – page1) [F-009-080-001-2, page 1] to the plan member or if indisposed, to his/her authorized representative/s or next of kin presenting the request.

4.13 The plan member or his/her authorized representative/s or next of kin shall submit the properly filled-up and signed SAP Financial Assistance Claim Form – page 1 (SAP FA Claim Form – page 1) [F-009-080-001-2, page 1] and the pertinent original medical and other required records and a photocopy thereof to the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development.  

4.13.1 Original records will be returned after verification.

4.14 The Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development, in coordination with Finance and the Treasurer’s Office, shall verify the sickness claims from the time of receipt of the SAP Financial Assistance Form and the original medical and other required records:

4.14.1 Sickness occurring within Metro Manila - within six (6) working days

4.14.2 Sickness occurring outside of Metro Manila - within twelve (12) working days

4.15 Any fraudulent or false claims filed shall be subject to Policy Guidelines 3.24.

4.16 Claimants of the sickness benefit shall present the following requirements to the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development:

4.16.1 Original documents (or a Certified True Copy) and a photocopy of:

4.16.1.1 Medical History and Diagnosis

4.16.1.2 Other pertinent medical records

4.16.1.3 Certification from attending physician of the dreaded disease as defined in Objective 1.1.1.
4.16.1.4 Laboratory Examination Results

4.16.1.5 Record of Therapy

4.16.1.6 Official Receipts

4.16.1.7 Death Certificate with Registry Number, if claim is filed after death of employee

4.17 Any authorized representative/s or next of kin filing a claim on behalf of the plan member, should present any two (2) of the following, together with a photocopy of the same to the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development, when claiming for sickness aid benefit:

4.17.1 Passport

4.17.2 Driver’s license

4.17.3 SSS/GSIS ID

4.17.4 Company ID

4.17.5 School ID

4.17.6 PRC ID

4.17.7 Any valid ID containing an identification picture

4.18 In addition to the above, the following claimants must present the following original documents (or a Certified True Copy) if not on file in the 201 file of the plan member:

4.18.1 Spouse 

– 
Marriage contract

4.18.2 Children 

– 
Birth certificate (of child claimant)

4.18.3 Parents 

– 
Birth certificate of plan member

4.18.4 Authorized Representative/s

    or Other Relatives
– 
Proof of affinity / consanguinity

4.19 The sickness aid benefits of a plan member must be claimed within sixty (60) days from the date of approval of the claim and subsequent preparation of the check in favor of the plan member or his/her authorized representative/s or next of kin.  In the event the check remains unclaimed after sixty (60) calendar days from date of approval of the claim, the benefit shall be forfeited and shall be returned to the SAP fund.  The amount already collected from plan members to replenish the fund shall be applied to future claims.

4.20 In the event of his/her untimely demise, his/her authorized representative/s or next of kin shall claim the sickness aid benefit within sixty (60) calendar days from date of approval of the claim.  Otherwise, the benefit shall be forfeited and shall be returned to the SAP fund.  The amount already collected from plan members to replenish the fund shall be applied to future claims.

4.21 The Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development shall be responsible for:

4.21.1 Issuing and maintaining in the 201 file of the employee concerned the membership enrollment form, the SAP Authority To Deduct and Record of Authorized Representative/s and Next of Kin Form (SAP ATD – RARNK Form) [F-009-080-001-1].

4.21.2 Submitting the updated list of plan members to the Total Rewards Section, Office of Human Resource Management and Organization Development on a monthly basis.

4.21.3 Receiving the SAP Financial Assistance Claim Form – page 1 [F-009-080-001-2, page 1] and processing the financial assistance claim of plan members by accomplishing SAP Financial Assistance Claim Form, page 2, Section E by ensuring completeness of requirements and forwarding the whole document with attachments to the Total Rewards Section, Office of Human Resource Management and Organization Development.

4.21.4 Verifying all sickness aid claims.

4.21.5 Preparing the documents to be signed by fund signatories for the preparation of a check and release to the plan member or authorized representative/s or next of kin upon receipt of the approval of the request for sickness aid from the authorized signatories.

4.21.6 Handling, monitoring, updating, reconciling and accounting for the Sickness Aid Plan Account balance including all withdrawals and deposits effected by the fund signatories. 

4.21.6.1
Assisting the Authorized Signatories in depositing the initial/succeeding contributions collected by the Central Accounting Office into the plan fund account.

4.21.7 Updating the registry of plan members every payroll.

4.21.8 Providing newly regularized employees with the necessary forms for enrollment in the plan.

4.21.9 Monitoring nominees of plan members in good standing with less than five years of membership until completion of the five-year contributing period of the retiree.  

4.21.9.1 Maintaining the Nominee’s SAP “Conforme”/Agreement - Authority to Deduct Form (SAP CA-ATD Form) [F-009-080-001-3] in the 201 file of the Nominee with a xeroxed copy in the 201 file of the retiree (with less than five years membership in the plan).

4.21.9.2 Submitting to the Total Rewards Section, Office of Human Resource Management and Organization Development the instruction to stop deductions from specified nominees of retiree plan members once the retiree has complied with the five-year membership period or upon the death of the retiree, whichever comes first.

4.21.10 Providing the Total Rewards Section, Office of Human Resource Management and Organization Development with the list of members and nominees including newly applied members to enable deduction for the initial contribution and again for each succeeding contribution when releasing sickness aid benefits.

4.21.11 Validating and updating registry of plan members through the use of the Payroll Removal Notice that lists resigned/ separated/ terminated or retired employees provided by the Total Rewards Section – Office of Human Resource Management and Organization Development to ensure their removal from the plan registry.

4.21.12 Validating and updating the plan registry of members who have undergone normal retirement (inactive status) who have been members in good standing for at least five years.  This list shall be maintained separately from the active plan member list submitted to the Total Rewards Section, Office of Human Resource Management and Organization Development.  When a plan member from this category applies and is approved for sickness aid, all other applicable procedures shall be observed.

4.21.13 Maintaining the master list of plan members.

4.21.14 Ensuring that a copy of the check duly received by the plan member, authorized representative/s or next of kin is filed in the 201 file of the concerned plan member.

4.21.15 Ensuring that the check voucher is filed together with other SAP files. 

4.21.16 Maintaining filed SAP Financial Assistance Claim records of all plan members (SAP FA Claim Form) [F-009-080-001-2] after approval by authorized signatories.

4.21.17 Accomplishing the SAP Financial Assistance Claim Form, page 2, Section I. 

4.22 The Total Rewards Section – Office of Human Resource Management and Organization Development shall be responsible for:

4.22.1 Counter-validating the list of plan members provided by the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development to ensure that the roster of members is always up to date and correct.

4.22.2 Coordinating with Central Accounting Office for the deduction from payroll of the initial contribution of plan members including newly regularized employees who opt to be plan members and nominees of retiree plan members (without five-year membership upon retirement who opt to continue to be plan members) upon receipt of the list of members and nominees including new members from the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development.  

4.22.3 Processing the financial assistance claim of plan members by accomplishing SAP Financial Assistance Claim Form, page 2, Section F including computing the total amount of the benefit when claim is filed based on total plan membership at that time and forwarding the whole document with attachments to the Finance and Treasurer’s Office for approval.

4.22.4 Coordinating with and providing the Central Accounting Office with a list of plan members from whose payroll deductions shall be made for the initial/succeeding contribution.  

4.22.5 Reconciling the list submitted by the Central Accounting Office which lists plan members against whose payroll deductions were effected and from those who no deductions could be made against the list provided earlier and coordinating this reconcilement with the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development.

4.22.6 Providing the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development with a copy of the Payroll Removal Notice of plan members removed by reason of resignation/ separation/ termination from employment and another list of retirees with less than five years of membership in the plan who have opted to continue being plan members and retirees with more than five years of membership, which shall be counter-validated by the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development.  

4.23 The Finance and Treasurer’s Office shall be responsible for:

4.23.1 Ensuring that all sums deducted from employees for the initial contribution and subsequent fund replenishment are immediately deposited into the SAP Fund Account.

4.23.2 Reviewing the Financial Assistance Claim and, if everything is in order, affixing authorized signature on the SAP Financial Assistance Claim Form, page 2, Section G.  

4.23.3 Ensuring that the SAP disbursement to a sick member is given within:

4.23.3.1 Six (6) working days from submission of required documents by the plan member or his/her designated representative/s or next of kin for sickness occurring within Metro Manila.

4.23.3.2 Twelve (12) working days from submission of required documents by the plan member or his/her designated representative/s or next of kin for sickness occurring outside of Metro Manila.

4.24 The Account Signatories shall be responsible for:

4.24.1 Approving the financial assistance claim of plan members qualified to receive sickness aid by affixing their signatures on the SAP Financial Assistance Claim Form, page 2, Section H and forwarding the complete set of documents to Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development for fund disbursement.

4.24.2 Causing the issuance of a check issued through the plan fund account in the name of the plan member or his/her authorized representative/s or next of kin, whichever is applicable. 

4.24.2.1 Ensuring (together with the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development) that a photocopy of the check duly received by the employee or his/her designated representative/s or next of kin shall be provided to the Total Rewards Section, Office of Human Resource Management and Organization Development for filing in the 201 folder of the plan member concerned. 

4.24.3 Ensuring (together with the Employee Relations and Engagement - Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development) that the check prepared by the Central Accounting Office covering the deductions from plan members to replenish the fund is deposited in the plan fund account and that the voucher is filed together with other SAP files.

4.24.4 Ensuring (together with the Employee Relations and Engagement - Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development) that the SAP fund account is updated, reconciled and accounted for.

4.25 The Central Accounting Office will be responsible for:

4.25.1 Deducting from the payroll accounts of all fund members the initial/succeeding contributions for the sickness aid plan based on a listing of plan members submitted by the Employee Relations and Engagement, Policy Development and HR Relations Section, Office of Human Resource Management and Organization Development.

4.25.2 Preparing a list of plan members from which deductions were effected and another list of plan members from which no deductions could be effected.

4.25.3 Preparing the check covering the total amount of the initial/succeeding contributions collected from the payroll of plan members.

4.25.4 Releasing the check to the Account Signatories (or their authorized representative – Head, Employee Relations and Engagement, Policy development and HR Relations Section, Office of Human Resource Management and Organization Development) as identified in Policy Guideline 3.18.2.

4.26 If at any time a plan member, who has not benefited from the plan, decides to discontinue membership in the Sickness Aid Plan, he/she shall submit a written letter to the Office of Human Resource Management and Organization Development declaring his/her intention to be dropped from the Plan effective the next succeeding payroll before cut-off (for preparation and relaying of instruction to the Central Accounting Office).  

4.26.1 However, the initial/succeeding contribution is non-transferable and/or non-refundable and will not be returned as stipulated in 3.26.
4.26.2 A plan member who has received sickness aid cannot discontinue membership in the fund except when separated, resigned or terminated from employment. 
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	Document No.
	Document Title - Page Type
	Filename / Hyperlink 

	F-009-080-001-1
	SAP Authority to Deduct – Record of Authorized Representative/s and Next of Kin Form 

(SAP ATD-RARNK Form) 
	F-009-080-001-1 SAP ATD-RARNK Form.doc

	F-009-080-001-2
	SAP Financial Assistance Claim Form 

(SAP FA Claim Form) 
	F-009-080-001-2 SAP FA Claim Form.doc

	F-009-080-001-3
	SAP Conforme/Agreement – Authority to Deduct

(SAP CA-ATD Form) 
	F-009-080-001-3 SAP CA-ATD 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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