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CUSTOMf gEMORANDUM CIRCULAR
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To:  The Assistant Commissioner
All Deputy Commissioners
All Directors and Division Chiefs
All District/Port Collectors
And Others Concerned

SUBJECT: CSC Memorandum Circular No. 5 s. 2021 (Amendment to
Omnibus Rules on Leave) Maternity Leave, Paternity Leave
and Adoption Leave.

Attached is the Civil Service Commission Memorandum Circular No. 5 s. 2021,
with the subject, Amendment to Omnibus Rules on Leave (CSC MC No. 41, s. 1998 as
amended). ,

For your information and gui'dance.

For record purposes, please confirm the di ination of this circular
throughout your offices within fifteen (15) days from retceipi hereof.

REY LEONARDO B. GUERRERO
Commissioner
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MCNo._5 s 2021
MEMORANDUM CIRCULAR

TO : ALL HEADS OF CONSTITUTIONAL BODIES; DEPARTMENTS, =
BUREAUS, AND - AGENCIES = OF THE NATIONAL
'~ GOVERNMENT; LOCAL: GOVERNMENT UNITS; GOVERNMENT-
- OWNED-OR CONTROLLED CORPORATIONS WITH ORIGINAL
‘CHARTERS; AND STATE UNIVERSITIES AND COLLEGES

SUBJECT : Amendment to Omnibus Rules on Leave (CSC MC No. 41, &.
1998, as amended) g

Pursuant to CSC Resolution No. 2100020 promulgzated on 07 January 2021, the |
Commission amended. ltems {p), 8 to:10 and 15 to-25; Rulé | and Sections 11 to 20, Rule XVvi
of the Omnibus Rules Implementing Book V of Executive Order (E.O.) No. 292; also known
as the Omnibus Rules on Leave {CSC MC No. 41, s. 1998, as amended), which cover the
provisions of the civil service rules on maternity leave', paternity leave? and. adoption leave®
and prescribed the use of the revised Application for Leave* (CS Form No. 6, Revised 2020)
and the Notice of Allocation of Maternity Leave® (CS Form No. 63, s. 2020), as follows: ~

“RULE Ff
- “COVERAGE AND DEFINITION OF TERMS

-

“v.)

The folfowing ferms used in Rule XVI shall be construed as fblloWs: :
XXX

“8.  Pregnancy refers fo the period from the conception up to the time -
before actual delivery or birth of 2 child, miscarriage or emergency
termination of pregnancy. .

“9. Maternity leave refers to the leave of absence for pregnant female
government employees for one hundred five (105) days with full
pay, to provide them with ample tfransition time to regain health and

1 Pursuant to RA No. 11210 or the 105-Day Expanded Maternity Leave Law.

2 Pursuant to RA No. 8187 or the Patemity [eave Act OF 1996,

2 Pursuant to RA No. 8552 or the Domestic Adoption Act of 1988.

4 Annex A
% AnnexB

SAn erratum was published in the Daily Tribune on 22 April 2021: *Due to error in {ranscription, the numbering on

pages 3 (items 17 to 25) and 4 (ifems 17 to 21), Rule | (Coverage and Definition of Terrns), CSC Resolutior No.
. 2100020 dated 7January 2021 (Amendment fo the Omnibus Rules on Leave fCSC MC No. 41, s. 1998 as
v amended]) should have read as items 15 to 25 and items 15 fo 19 respectively.”

R CSC Building, I8P-Road, Batasan Hills; 1126 Qigzen
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overalf wellness as well as assume maternal rofes before resummg
paid work.”

' *10. Paternity Leave refers to the léave of absence for married male
government eniployees for seven (7) deys with full pay, fo-enable ~
them to lend care-and support fo their legal spouses before during -
and after childbirth as the case may be and assist in reanng of the '~
newborn child-:

XXX

“15. -Addrtronal matermty leave benef' ts refers to the additional
- maternity'leave benefit of 15 days with full pay on fop of the 105-"
day maternity léave benéfit for a female employee who qualifies as
" solo parent under the 'So'lo Parents’ Welfare Act of 2000.

“16. Extended maternity leave refers fo the additional matem:ty leave
of up to thirty (30) days without | pay, .or with' pay charged agarnst
sick or vacation leave credits; which the fermnale employee may avail =~
of in case of live childbirth to extend the one hundred five (1 05)-day .
- expanded maternity leave, - provided that & written “notice - is
submitted to the agency head at Ieast forty-five {45) days before'the
- end of matem:ty leave.

“17. Allocation of maternify leave credits refers to the option of fernale
employee to allocate & maximum of seven (7) days’ of the one
hundred - five: (105)-day -expanded - maternity leave to the  child’s
father or, in case of his death absence or incapacity, to an a.’temate
caregiver. : :

“18. Pre-natal care. refers fo fhe pon‘ron of the maternily Ieave of nof
more than forty-iive (45) calendar days prior to delivery when female
worker may be placed on full bed rest or bed rest throughout most

. of their pregnancy if they have a high-risk pregnancy.?

“19. Post-natal care. refers to_the portion of the maternity leave of not
less than sixly (60) calendar days after delivery to alfow the female
worker fo rest and -recuperate from child delivery as well as to

. provide her an opporiunity to breastfeed and bond with her riewbom
child. :

“20. Permanent incapacily refers to complete physical, ‘mental. or
psychological deficiency, disability or illness which renders a parent
incapable of complying with parental obligations, as certified by.a
competert medical practitioner.

7 Maternity leave of sixly (60) days, with full pay, shali be granted for miscarriage or emergency fermination of pregrancy.

8 tittps:famericanpregnancy.org/pregnancy-complications/bed-rest/
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*21. Adoption leave refers to leave of absence granted fo a govemment
employee . (adoptive parent) to provide an opporiunity to deveiop
bonding with the adoptée who is below seven {7} years of age. '

“22. Adoptive parent/adopter refors to a male or female government
employee who is qualified fo adopt under Section 7 of the Domestic
Adoption Act of 1998, who-shall-undergo supervised trial ‘custody
and/or has oblained a decree of adoption from the court.

“23. Pre-Adoptive Placement Authority (PAFA) refers to the notice of
approval from:the Regional Director of the Department of Social
Welfare and Development (DSWD) on the placement of the adoptee
to the prospective adoptive parents from which the supervised ftrial
custody shall commence, (Sections 22 and 23, Article V., IRR of R.A.
No. 8552)

“24. Government employee refers to a person in government service
who, in accordance with existing laws, rules and regulations, hold
public office by virtue of an appoiniment issued by the proper _
appointing officer/authority or by way of election .in National.
Government Agencies (NGAs), Local Government Units (LGUs),
Government-Owned -or -Conlrolled Corporations (GOCCs) with
original charters, State Universities and Colleges (SUCs), or Local
Universities and Colfeges (LUCs). :

26, Employment 's_fatus refers to the stétus of appointment. It may be
permanent,” temporary, provisional, coterminous, fixed term,
- substitute, casual or confractual.

XXX

‘RULE Xvi
‘LEAVE OF ABSENCE

Xxx

“Sec. 11. Grant of Maternity Leave. - Every female ‘employee in
the government service, regardiess of her civil status, employment status, -
length of service and legitimacy of the child, in-addition to her vacation and
sick leave credifs earned, shall be granted one hundred five (105} days
maternily leave with full pay for live childbirth regardiess of the mode of
delivery, whether normal or cassarian.

“For cases of miscariage or emergency termination of pregnancy,
maternily leave of sixty (60) days with full pay shall be granted.

“The female employee shall give prior notice to the authorized officer
of her agency of her pregnancy and her availment of maternity leave at least
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 thirty (30) days in advance, whenever possible, specifying the effecﬁvﬂy of -
the leave. Civil Service (CS) Form No. 6; Revised 2020, shall be used in f’lmg_ .
‘maternity leave application with medrcal certificate. '

“In case the female employee quallf' es as a solo parent under R.A.
‘No. 8972 or the "Solo Parents’ Welfare Act of 2000" she shall be granted an
addjtional maternity leave of fifteen (15) days with full pay..

“Female teachers may also avail of the maternity leave beneﬁts even
during long vacations, i.e., summer and Christras vacations, in which case,
both the maternity leave benef' ts and the: proportlonal vacatiori'pay (PVP)
shall be granted.

‘Maternity leave shall be non-cumulative and non-commutatlve (non— _
convertible to cash). The enjoyment of matemrly leave -cannot be deferred _
but part of it | may be-availed of vn of before the actual date of dellvery ina -

“continuous and uninterripted manner.

"Sec. 12. Extended Maternity Leave. — In case of live childbirth, the
fernale worker has the optlon fo extend her maternlty leave for an additional
thirty (30) days without pay, or use her earied sick leave credits for extended -
leave with pay. In case the sick leave credits are exhausted, the vacatlon g
leave crodits may be used :

“‘Due notice must be in writing and must be submitted fo the authorized
-officer. of her agency or the authorized official at least’ forty-five: {45) days .
. before the end of the female worker's maternity leave. However, no prior
.notice shall. be- necessary in the event of & medical emergency buf -
subsequent notice shall be given to the euthoﬁz';ed official. :

“The above period of extended matemrty feave without pay shall not
be considered as gap in the service. '

' "Sec. 13. Frequency of the Grant of Maternity Leave. - Maternity
leave shall be granted to a female employee in every instance of pregnancy, K
regardiess of frequency.” '

“In case of overlapping benefit claims, the female employee shall be - '
granted materriity benefits for the two contingencies in a conseculive manner.

“The female employee shall be paid only one maternity leave benefit,
regardless of the number offspring, per childbirth/delivery.

“Sec. 14. Tenure of Female Employee Availing the Expanded
Maternity Leave. - The availment of maternity leave shall not be used as
basis for the diminution or reduction in rank, status or salary of the female
employee or termination of her employment.
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“Sec. 15. Maternity Leave After Termination of Employment. —

Maternily leave with full pay shall be granied even if the childbirth, miscarriage

- or emergency termination of pregnancy occurs not more than fificen (15)

calendar days after the termination of employee’s service as her right thereto
has already accrued. '

_ ‘However, in case of illegal termination of employment, the .
prescriptive period of fifteen (15) calendar days shall not apply and the female. .
employee shall be paid, based on her salary, the full amount.of the one
hundred flve (105) days maternity leave for live ‘childbirth or sixty (60):days =
for miscarriage or emergency fermination of pregnaricy, as the case may be.

“Sec. 16. Maternity Leave - of Employee' with - Pending
Administrative Case. — Matérnity leave benefits shall be enjoyed by ‘the
female employee even if she has a pending administrative case. - '

- “Pending administrative case _refers:tc a period while the case is
pending investigation and resolution. it includes the period of preventive
suspension ‘and pernding appecal with the Civil Service Comimission,

_ “In case the female employee delivers a child while under preventive-
suspension or servirig the penalfy of suspension, she will be allowsd to enjoy -
the maternily leave from the ‘date of delivery, miscarriage or emergency
termination of pregnancy until the full enjoyment of the said leave: ' In such
case, she shall be required to serve the unexpired portion of her suspension.

“However, a'femaie"employee whd.delivers a child affer a decision in .
an administrative case, finding her guilty with' a penally of dismissal from the
service, became final and execufory shall not be entitled to maternity leave.

“Sec. 17. Allocation of Maternity Leave Credits. — A female
employee may avail of the option to allocate up to seven (7) days of her
maternily leave to the child’s father, whether or not she is marvied to him. The
allocated leave is over and above the seven {(7)-day paternity leave beénefit .
under R.A. No. 8187 or the “Paternily Leave Act of 1996~ .

“In case of death, absence or incapacity of the child’s father, the
female employee may allocate to an alfernate 'céregiver_who may be a relative
within the fourth degree of conisanguinity or current paritner sharing the same -
household, taking into account the best interest of the child.

“The allocated leave may be enjoyed by the child’s father or the
alternate caregiver either in a continuous or in an intermittent manner niot later
than the period of the maternity leave availed of.

“The allocation of matemity leave shall only be available to the child’s
father or alternate caregiver who are employed either in the public or private
secior.
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“The option to allocate is not applicable to matemity leave in cases of
miscarriage and emergency termination of pregnancy. '

“Civil Service (CS).Form No. 63, s. 2020 shall be used as notice of
allocation of maternily leave and shail be submitted o the authiorized officer.
of the agency with the filled out Application for Leave form (CS Form No; 6;
Revised 2020) and proof of relationship. ' :

“In the event ‘the  female. employee dies or Is permanently.
incapacitated, the balance of her maternity leave benefits, if any, shall accrue
to the . child’s father or the altemate caregiver, subjetl to the following
conditions: : :

“(a)  That thé maternity leave benefits have not yet been
commuted to cash; and o

“(b)  That a certified true copy of the death certificate or medical:
certificdte  or  absiract. . are  presented fo the
agencies/employers of both the female employee and child’s -
father or alternate caregiver. : o

“In case full pay has been given to the female employee, the child’s
father or alternate caregiver, as the case may be, shalf only be'excused from
work (leave without pay). "Such leave without pay by the child’s father or
alternate caregiver shall not be considered as a gap in the service.

“Sec. 18. Dispute Resolution, — Any dispute, controversy or claim
arising out of or relating to.the payment of matemnity leave with full pay shail
be filed by the concemed female employee initially to the head of agency and'
may be appealed to the Civil Service Commission (CSG) Regional Office

“having jurisdiction over the agency,. and to - the . Commission- Proper,
respectively. The agency shall not hold or delay the payment of full pay fo
the female employse pending the resolution of the disputs, controversy or
claim.

“Sec. 19. Grant of Paternity Leave, — Every married male employee:
in the government service shall be entitled to paternity léave. of seven .(7) -
working days with full pay for the first four (4) deliveries, whether chifdbirth or
miscarriage, of his legitimate spouse with whom he is cohabiting. '

“The first of the four (4) deliveries shall be reckoned from the effectivity
of the Paternity Leave Act on July 15, 1998,

‘A male empioyee with more than one (1) legal spouse shalf be
entitied to avail of paternity leave for an absolufe maximum of four {4}
deliveries regardless of whoever among his spouses deliver.

“Faternity leave of seven (7) days shall be non-cumulative and strictly
non-convertible to cash. The same may be enjoyed either in a continuous or




Onc . No- g~ 202 p-F  MASTER COPY

Arnendment to Omnibus Rufes on Leave
(CSC MC No. 41, 5. 1998, as amended)
Page 7 of 9

in an intermittent manner by the employee on the days immediately before,
during and after the delivery of his legitimate spouse, but not lafer than the
period of the maternity leave availed of by the spouse:

‘A married male- employee. shall be entitled to paternity 'leave by
accomplishing and filing. the Application for Leave form (CS. Form No. 6,
Revised 2020) within reasonable périod, e.g., one (1) week, prior to the
expected delivery except in cases of miscarriage and abnormal deliveries.
Approval of the leave application shall be. mandatory on the part of the .
approving authorify unless the services of the male employee are urgently
needed to preserve fife and property in which case the male employee shall
be entitled to overtime pay. - :

- “Any employee who has availed of the patemity leave may be required
fo furnish his office a certified true copy of his marriage contract, birth
certificate of the newborn child, medical certificate with pathology .report in
case of miscarriage duly signed by the atfending physician or midwife
showing the actual date of delivery.

“Sec. 20. Grant of Adoption Leave. — A female goverriment
employes, regardless of her civil status and employment status, and length
of service who qualifies as an _adOpﬁve' parent under R.A. No. 8552 or the
‘Domestic Adoption Act of 1998” and whose prospective ‘adoptee is bélow
seven (7) years of age as of placement, shall be qualified to avail adoption -
leave of sixty (60) days with full pay, which leave shall be enfoyed-in a
continuous and uninterrupted manrier. If she'is married, her legitimate spouse .
{government employee) can avail of adoption leave of seven (7) days with full
pay which shall be enjoyed in a continuous or in an intermittent manner.

‘A single male govermnment employes, regardiess of ‘employment
status and length of service who qualifies as an adoptive parent under R.A. -
No. 8552 'and whose adoptee .is below seven (7) years of age as of.
placement, shall be entitled to adoption leave of sixty (60) days with full pay,
which leave shall be enjoyed in a continudus and uninterrupted manner. " The
same privilege may also be enjoyed by a married male emploves with an
unemployed (wife) spouse. :

“Adoption leave shall provide an opportunity for the prospective -
adopfee and the adoptive parenti/s to develop bonding similar to that between
& child and his/her biological parents.

“Application for adoption leave shail be filed using Civil Service (CS)
Form No. 6, Revised 2020, and accompanied by an authenticated copy of the
Pre-Adoptive Placement Authority issued by the Department of Social
Weifare and Development (DSWD), if the leave will be availed of before the
grant of pefition for adoption.
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LI adoptron leave'is ava:led after the grant of the petrtlon for adopt:on
the app!:catfon for leave shall be accompan.-ed by the authentroated cop:es of .-
the’ Decree of Adopt:on issued by the proper court.”

In addition, the Commission adopted the fo!lovving:gl.ﬁdelines:

" Qualified female employees who- gave !lve ohlldblrth or suffered. mlscamage._
and emergency termination of pregnancy- upon the effectivity of RA. No. 11210 -
on 11'March 2019 but wers: ‘only granted less than what is stipulated underthe’
new law, shall be’ entltled to. one hundred five. (1 05) days or sixty (60) days with™
- full pay, as the case may be Concomltantly, they may resumeé:their. remalnlng
- matemity leave and receive: unpald matemlty leave benef ts:dueé them; ‘provided -
~that they notify their agency/office’ heads: in. writing using the Application‘for = "
- Leave form (CS Form No: 8, Revised 2020) Fema[e employees whose sick or- .
vacation ‘leave credits were deducted followmg the apphcation of the old
maternity leave law, rules: and regulatlons ‘'shall be entitled to restorat;on of the
same. :

2. Al employees shail use .the’ prescnbed revased Applicatlon for: Leave Fonn

- (Civil: Service. 'Form- 'No. -6, Revised .2020). with: -the  Instructions - and -
_Reqmrements found. in Annex A-and, the Notice" of Aliocat;on of Matermty
-Leave (CS Form No. 63, ! 2020) found in Annex Bas apphoable :

3. The use of .CS Form No 4‘1 for: Ieave appllcat[on shall be: dlscontlnued :
-Consequently, employees may' secure.‘a- medical - certifi cate issued by-a’ .. -
government or non-government: phylelan in whatever form:in: support of. their -
application for leave, /provided' that the. ‘medical certifi cate ‘bears oomplete'
details of the physncuan (e.g. name and PRCflicense; PTR ‘and 'S2 numbers) o
the employee, and the employee s conditlonlstate of health; © .

. _The following ‘CSC issuances relatlve to matemlty and paterntty !eave have been _
amended accordingly: _ : :

» .CBC Memorandum. Clrcular No. 14, -s. 1999 Mddrtronal Prowsrons and -
Amendments to CSC Memorandum Circufar No. 41, 1998)

+ CSC Memorandum Circular No. 22, s. 2002 (Amendment of Section 11, Rule '
XVl of the Omnibus Rules Implementing Book V of the Administrative Code of g
1987) ‘

s CSC Memorandum Circular No. 13, s.. 2004 (Clanfcatron on Matem;ty Leave
Policies)

s CSC Memorandum Circular No. 1, s. 2018: {Amendment to Section 20 of the
Omnibus Rules on Leave on the Period Within Which to Avaif of Patemfty
Leave)}
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- Consequently, the provisions  of CSC. Memorandum Circular No. 8 s 2003 g
.(Amendment fo Section 24 of CSC MC No. 41,5.:1998 on:Computation 6 Leave Monetization .

and Reiteration of Policy on Maternity Leave) have been repealed..

_CSC Resolution No. 2100020 shall take effect on 24 April 2021 or after fifieen (15)
days from its. ptiblication in the Daily: Tribunie on 08 April 2021; provided that the amendment

to the rules onmatemity leave. shall apply fo female employees. who gave live. childbirth,

suffered. miscarriage ‘or emergency. termination of ‘pregnancy from the ‘-effEtiti'Vity'7_-déite' of
‘Republic Act No. 11210 on 11 March 2019, o - ‘ L

* AYICIA dela ROSA-BALA
.. Chairperson’ - - .

- 28 April 2021
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EXPANDED MATERNITY LEAVE; = Number - 2100020

- PATERNITY LEAVE; ADOPTION LEAVE; . SR
'MEDICAL CERTIFICATE FORLEAVE FORM; - - Promulgated : 07 January 2021

NEW APPLICATION FOR LEAVE FORM; NOTICE:
OF ALLOCATION OF MATERNITY LEAVE FORM
Re: Amendment to Omnibus Rules'on Leave

~ (CSC MC No. 41, s. 1998, as amended)’
b X

RESOLUTION

WHEREAS Section 3, Article IX-B of the 1987: Phrllppme Constltution mandates the
_~Civil Service' Commission (CSC).as the central personnel ‘agency of the: Government to
“establish a. career service and adopt measures ‘to- promote ‘morale, . efficiency, mtegnty_
-responsrveness progressiveness,: and courtesy in. the civil service.’ it shall strengthen the
- merit and rewards system, mtegrate all human resources development programs for: all levels
and ranks, and institutionalize a management climate conducive to public accountabrhty XX
x” .

WHEREAS, Commonwealth Act No. 647 or An Act To Grant Matemlty Leave To
Married Women Who are in the Service of the' Government or of Any of Its Instrumentaiities,
_as amended, was enacted on June 14, 1941 which, in addition to the vacation.and sick leave-
'pnwleges grants s:xty (60) days matemlty leave to female emptoyees in the government .
service with conditions;

WHEREAS the - Commrss:on |ssued CSC MC 'No. 2, s. 1 985 prescrlbmg the_'
“Guidelines on the Filing of Application for Vacation' Leave of Absence” including the revision
of CSC Form No. 6; s. 1968, known as the “Application for Leave® formi into CSC Form No. 6,
Revised 1984,

WHEREAS, Section 12 (2) Chapter 3, Title | (A), Book V of Executlve Order No. 292

- or the Administrative Code of 1987 empowers the CSC to prescribe, amend and enforce rules

and regulations for carrying irito effect the provisions of. the Civil Service Law. and other
‘pertinent laws;

WHEREAS, Section 60, Chapter 8, Title | (A) of E.O. No. 292, on Leave of Absence,
provides that “Officers and employees in‘the Civil Service shall be entitled to leave of absence,
with or without pay, as may be provided by law and the rules and regulatrons of the Civil
Service Commission in the inferest of the service.”

FCSC Biiiding, 1BP Road, Batasan ik, TT26 QUSzon ity 8 [02) 9377 5092 - gaicocphilpCsegovph @ WNWEgoVEh
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WHEREAS, the Omnibus- Rules lmplementrng Book V of the Admrmstratrve Codeof -
- 1987 or E.O. No: 292 was publrshed on January 15, 1992 wherem Rule XvI1 thereof provrdes -
for the rules on leave’ of absence :

WHEREAS Republrc Act No. 8187 or the Patermty Leave Act of 1996, enacted on
June 11, 1996, grants married malé employees seven (7).days of patemrty leave for the first
four- (4) deliveries, whether childbirth ‘or: mrscarrrage “of their legitimate spouse ;and- the
E rmplementrng rules: of which was issued by the CSC’ and the Department of Health (DOH)
through Jornt CSC- DOH Memorandum Circular (MC) No. 1, s. 1996 '

WHEREAS Republrc Act No. 8552 or the Domestrc Adoptlon Actof 1 998 enacted on
February- 25; 19988, and ‘its Implementing 'Rules - and: Regulatrons (IRR) issued.’ by ‘the
Department - of Social Welfare ‘and- Deve!opment (DSWD) grant; adOptive parents the

' matermty and paternity benefits which brologrcal parents enjoy if the adoptee is below seven . _
(7) years of age as of the date'the child is placed with the: adoptrve parénts through the Pre=
Adoptive Placement Authority ;ssued by the Department of Social Welfare and Development
(DSWD),

WHEREAS ‘Republic Act No. 11210 or the 105- Day Expanded Matemrty Leave Law _
enacted on February 21, 2019 and took effect on' March 11; 2019, ‘grants one: hundred five B
- (105) days maternrty leave benefrts foi female workers for live ‘childbirth; srxty (60) days in. _
cases of mrscarnage and: emergency termination of | pregnancy :ncludmg stilibirth, addrtronal .
fifteen (15) days matemlty leave for solg: parent mothers, option to extend: matemrty leave up.:
-to thirty"(30) days with or without pay, and option-to ‘allocate up to seven’ (7) days of the' :
maternity ieave to the child's father' :

WHEREAS, rn compliance with Section 19 of RA ‘No. 11210 the Crvrl Semce.
Commission’ (CSC) the Department.of Labor and" Employment: (DOLE). and the ‘Sociat
~Security System {S58) issued the lmplementrng Rules and Regulatrons (IRR) of the T 05 Day_ _
‘Expanded Maternity Leave Law on' May 1,2019;

. the p ‘ ceé: at that tlrne the lmplementlng
Rules and' Regulatrons of RIA No: A 121 O'has yet t6'be issued; : . a

WHEREAS a number of inquiries have been received on whether a female adoptive
parent in the: government service is entitied fo matemrty benefits; to which the Commigsion
“answered in the affirmative and ruled that a female’ adoptive parent may avail of: adoptron
" leave of sixty (60) days applying Section ‘12 of R.A. No. 8552, Section 34 of its lRR and
Section 11 of the Omnibus Rules on Leave in suppletory character“

WHEREAS, while the intent of R.A. No 11210 is to grant maternrty leave benefits to
biological mothers: only, the Commission is receiving-inquiries on whether adoptive’ parents:
may avail of the maternity leave benefits under R.A. No 11210 in view of Section 12 of RA.
No. 8552;

* TAN, Scccara 6. (CSC Resolition No. 000765 dated March 24, 2000) and SANCHEZ, Eriina C. (CSC Resolutlon No. 02-0194
dated February 6; 2002). _
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WHEREAS, amendments to Rule XV of the Omnibus Rules Imp!ementmg Book V of
the Administrative Code of 1987 or E.O. No. 292 have been made- through CSC Memorandum
Circular {MC) Nos. 41, s. 1998 (Omnibus’ Rules oh Leave), and other subsequent issuances
particularly on.the grant of maternity and patem[ty leave benefits, ie., CSC MC No.: 14 s.
1999, MC No 22, 5. 2002, MC No. 13 8. 2004 and MC No. 1, s. 2016; :

WHEREAS, Congress has passed laws prowdlng for additional leave pnvrfeges to civil
servants that have been complemented by CSC rules and regulations but‘are not reflected in’
CS Form No. 6 or the Application for Leave form;- '

- WHEREAS, reports have been recelved that some agencies-still require thelr femafe
employees to secure an accomplished CS Form No: 41 (Medical Certificate) from government
: health facilities, in support of their leave application;

WHEREFORE the Commission RESOLVES to ADOPT the followirig measures

1. To AMEND ltem (p) (8)to (10) and (17) fo (25), Rule | and Sections 11 to 20; Rule
XV of the Omnibus Rules on Leave (CSC Memorandum Circular No. 41, s. 1998) ;
as follows:

_ . “RULE] o
“COVERAGE AND DEFINITION OF TERMS

“(b.) The following -terms used in Rule XVI shall be
construed as follows: .
XXX

“8. Pregnancy refers fo the. period from the
concepfion up tfo the time- before actual
delivery ‘or birth of a child, miscarriage or
emergency termination of pregnancy.

“9. Maternity leave refers fo the leave of
absence for pregnant female government
employees for one hundred five (105) days
with full pay, to provide them with ample

- fransition time to regain health and overall
wellness as well s assume maternal roles
before resuming paid work.

“10. Paternity Leave refers fo the leave of
absence for married  male government
employees for seven (7) days with full pay, fo
enable them to lend care and support fo their
legal * spouses before, during and after
childbirth as the case may be and assist in
rearing of the newbomn child.,
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“17.  Additional maternity leave benefits rofers
to the additional maternity leave benefit of 15
days with full pay on top of the 105-day
‘matemnity leave. benefit for a female

‘employee who qual;f' fes as solo parent under
the Solo FParents’ Welfare Act of 2000.

“18. Extended maternity -leave refers to the
additional maternity Ieave of up fo thirty (30)
days ‘without’ pay, or-with pay charged :
against sick or vacat.ron leave credits, which
the female employes- may ava;l of in case of o
live childbirth to extend the one hundred five’
(105)-day - expanded.: matemity  leave,
provided that a written notice is submitted to
the agency head at least forty-five (45) days . -

before the end of matemriy leave.

“19.  Allocation of matermty leave credits _
refers fo the opt:on of female: employee to
allocate a maximum of seven(7) days of the
one " hundred - five (105) -day ~expanded
maternity leave to. the child’s father or, in- .
case.of his deafh absence orincapacily, to
an alternate caregiver.

“20. - Pre-natal care. refors to the portion of the
'matem:ty leave of .not.more than forty-five
. '(45) calendar days prior ‘to delivery when
' female worker may be placed on full bed rest
or  bed  rest throughout most.” of their:.
pregnancy i they have a high-risk
pregnancy.?

“21.  Post-natal care refers fo the poriion of the
maternity leave of not less than sixty (60)
calendar days “after delivery to allow the
female worker o rost and’ recuperate from

* child delivery as well as to provide her an
opportunity to breastfeed and bBond with her
newborn child. .

2 hitps./famericanpregnancy.org/pregnancy-complications/bed-rest/
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“20. Permanent mcapac:ty refers to complete’
physical, mental or psycholog:cal deficiency,
disability ‘or illness which renders a parent
incapable - of complying -with ' parental
obligations, "as certiff ed by a competent

~ medical practitioner.

21, Adoptlon leave refers to leave of absence
granted toa govemment employee {adoptive
parent) to prowde an opportunity to develop
bondmg with - the- adoptee who is below -,
seven.(7) years of age
Hagihssisinss -

22, Adopttve parenf/adopter refers to a male or
fernalé - ‘government employee -who is
qualified to adopt under ‘Section 7 of the
Domiestic Adoption Act of 1998,-who shall

- undergo supervised trial custody andfor has =
obtamed a decree of adopt.-on from the court.

23 Pre-Adopfwe P!acementAuthonty (PAPA) "
“refers to the 'notice of ‘approval from. the
Regional Director of ‘the Department of -
Social Welfare and Development (DSWD) on
the placement of the . adoptee to the
‘prospective adoptive parents from which the
supervised - trial custody shall commence.
(Sections 22 and 23, Arlicle V, IRR of RA:
No. 8552)

‘24. Government employee refers to a person in
government service who, in accordance with -
existing ‘laws, rules and regulations, hold
public' office by virtue: of an appointment

“issued by the .proper - appointing
officer/authority or by way of election in
National = Government “Agencies (NGAs),
Local Government - Unifs (LGUs),
Government-Owned ~ or  .-Controfled
Corporations (GOCCs) with original charters,
State Universities and Colleges (SUCs), or
Local Universities and Colleges (LUCs).

‘25, Employment status refers to the status of
appointment. ft may be permanent,
temporary, provisional, coterminous, fixed
term, substitute, casual or contractual,

XXX
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“Sec. 11. Grant ofMatemrty Leave. : Every fornale
employee in the govemment ‘service, regardless 'of her civil
status, employment status, length of service and. Ieglt:macy L
of the child, in addﬂrt;on to her vacation and sick leave credits
earned, shall. be granted one . hundred five (105} -days -
maternity leave with full pay for live ch:ldb;rth regardless of
the mode of dehvery, whethier normal or caesarian.

“For cases of mJSCarrfage or emergency termination
of pregnancy, maternity leave of sixty (60) days with full pay
shall be granted.

- “The female employee shall .give prior nofice to the
authorized officer of her agency of her pregnancy and her
availment of matemity leave at least thirty (30) days in -
advance, whenever possible, specifying the effectivity of the -
leave. Civil Service (CS) Form No. 6, ‘Revised 2020, shall be
used in filing matemity ' leave application w.'th medical
certificate.

“In case the female employee qualifies as a solo -
- parent undér R.A. No. 8972 or the “Solo Parents’ Welfare Act
- ' of 2000”, she shall be granted an additiohal matemity leave
of fi fteen (15) days with fulf pay.

“Female: leachers may also avail of the matemity
leave benefits even.during long vacations, i.e.; summer and
' Christmas vacations; in which case, both the matemnily feave
benefits and the proportional vacatiorr pay (PVP) shall be
grantad.

“Maternily leave shall be non-cumulative and non-
‘commutative (non-convertible to cash). --The enjoyment of
maternity leave cannot-be deferred. but part of if may be
availed of on or before the actual date of delivery in a
continuous and uninterrupted manner,

“Sec. 12. Extended Maternity Leave. — In case of
live childbirth, the female worker has the option to extend her
matemnity leave for an additional thirty (30) days without pay;
or use her earned sick leave credits for extended leave with
pay. In case the .sick leave credits are exhausted -the
vacation leave credits may be used, '
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‘Due notice must be in writing and must be submitted
fo the authorized officer of her agency or the authorized
official at least forty-five (45} days before the end of the
fermnale worker's . matemlty feave. However, no prior notice
-shalf be necessary in‘the event ofa medical emergency but
subsequent notice shail be-given to the authorized off' cial.

“The above period of extended maternity leave
w:thout pay shall not be considered as gap in the service.

“Sec. 13. Frequency of the Grant of Matermiy

Leave. - Matemnity leave shall be granted to-a female
" employee in every instance of pregnancy, regardiess of
frequency.

“In case of overlapping benefit claims, the female
employee shall be: granted matermty ‘bensfits for the two
contingencies in a consecutive manner.

“The female employee shall. be pa:d only one
matermty leave benefit; regardless of the number offspring,
per ch;ldb;rth/dehvery

“Sec. 14.. Tenure of Female Employee Availing the
Expanded Maternity Leave. - The availment of maternify
feave  shall not be used as: basis for the diminution. or
reduction in rank, status or salary of the female employee or

‘termination of her employmenit. .

“Sec.. 15,  Maternity Leave After Termination of
Employment. — Matermiy leave with full pay shall be granted
even if the childbirth, mfscamage or'emergency termination
of pregnancy occurs not more than fifteen (15) calendar days =
affer the termination of employee’s service as her right
thereto has already accrued.

‘However, in' case of illegal termination of
employment, the prescripfive period of fifteen (15) calendar
days shall not apply and the female employee shalil be paid,
based on her salary, the fulfl amount of the one hundred five -
{105) days matermty leave for live childbirth or sixty (60) days
for miscarriage or emergency termination. of pregnancy, as
the case may be.

“Sec. 16. Maternity Leave of Employee with
Pending Administrative Case. — Maternity leave benefits
shall be enjoyed by the female ernployee’ even if she has a
pending administrative case.
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‘Pending adm.-mstratfve case refers to a penod while

the case is pending investigation .and resolution. It includes . |

the period of preventive suspension and pendmg "zz,r:u,t:.veelr withi
the Civil Service Commission. :

“In case the female employee del.'vers a chitd while

under preventive suspension. or 'serving the penalfy of '

suspension, she will be allowed fo enjoy the maternity leave

from the date of delivery, ‘miscarriage ‘or emergency
termination of pregnancy until the full enjoyment of the said -

leave. - In such:case, she- shall be ‘required fo' serve- the
unexp:red portion of her suspension.

‘However, a female. employee' who delivers a chfld'

after a decision In an administrative: case; finding her guilty
with a penalty of dismissal from the service, became final and '

executory shall not be entitled to mafernity leave. .

_ “Sec. 17. Allacaﬂon of Matermty Leave Credits. ~
A female employee may avail of the' ‘option to allocate up to

seven (7) days of her maternity leave to the child’s father,
whether or not she is married to him:: ‘The allocated Jeave is
over and above the: seven (7)~day paternity leave ‘benefit

-under R.A. No. 8187 or the “Paternity Leave Act of 1996,

“In case of death absence ormcapac.rty of the child’s
father, the female employee may- -allocate to an -afternate
caregiver who may be' a relative within the fourth degree of

consanguinity “or current - pariner - shanng the  -same

“household, taking into account the best interest of the child.

“The af!ocated leave may be enjoyed by the child’s

father or the alternate caregiver either in-a continuous or in

an infermittent manner-not later. thari . the period of the

_matemity leave ave.'led of.

“The allocation. of matem;iy feave shall only be

available to the child’s father or alfernatée caregiver who are

emploved either in the public or private sector.

“The option fo alfocate is not ‘applicable to maternity
leave i cases of m.'scamage and emergency termination of
pregnancy.

“Civil Service (CS) Form No. 6a, s. 2020.shall be
used. as notice of allocatlon of matemity leave and shall be
submitted fo the authorized officer of the agency’ with the

MASTE
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filled out Application for Leave form (CS Form No. 6, Revised
2020) and proof of relationship. '

‘In the event the female employee dies or . is
permanently incapacitated, the balance of her matemnity.
-leave benefits, if any, shall accrue 10 thé child’s father of the -
alternate caregiver, subject to the followmg conditions:

“a} - That the mate'rnity_ leave }.beneﬁts have not
yeét besn commuted fo cash; and

- ) That . a- certified true copy of the death.
certificate or medical certificate or abstract: .
are presented to the agenc:es/employers of
both the female employee and child’s father
or afternate car_egtver o

“In case full pay has been given to the. fernale
employee, -the child’s father or afternate caregiver, as the
case may be, shall only be excused from work {feave without
pay). Such leave w:thoutpaybythe ch.-Id s father or alternate :
'caregrver shall not be cons:dered asa gap in the service. g

“Sec. 18. D:spute Resolutron. — Any dispute, -
controversy or claim arising out of or relatmg to the payment .
of matemnity leave with full pay shall befiled by the concerned -
fernale employee m:t.-ally fo the head of -agency and may be

. appealed to the Civil’ Service Commfss:on (CSC) Regronal
Office. having. junsd:ctmn over the agency, and fo the -
Comm:ssron Proper, respectively. The' agency shall not hold .
or delay the payment of full. pay to the fernale employee -
pending the resolut:on of the dispiite; controversy or clairn.

“Sec. 19. - Grant of Paternity Leave. — Every .
married male employée in the government service shall be
entitled to paternity leave of seven (7} workmg days with full
pay for the first four (4) . deliveries, whether childbirth or
miscarriage, of his legitimate ‘spouse with whom he is
cohabiting. :

“The first of the four (4) defiveries shall be reckoned
from the effectivity of the Paternily Leave Act on July 15,
71996.

‘A male .employee with more -than one (1) legal
spouse shall be entitled to avail of pafernily leave for an
absolute maximum of four (4) deliveries regardiess of
whoever among his spouses deljver.
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“Paternity leave of seven (7). days shall be non-
cumulatlve and strictly non-convertible to cash. The same
may be enjoyed either in a continuous-or jn’ an intermittent
manner by the employee on the days :mmedlately before,.
during and after the dellvely of his legitimate spouse, but not
fater than the period of the matermiy leave avarled of by the .

spouse.

“A married male employee shall be -entitled to
paternily leave by accompllshmg ancl filing the  Application for.
Leave - form -(CS~ Form “No. *6, -Revised ' 2020} within
reasonable period, e.g., one ( 1) week prior to.the: expected_f
delivery ‘except in- cases- of ‘miscarriage and abnormal’

- deliveries. Approval of the" Jeave application’ shall. be-
-mandatory on the part of the appmvmg authority unless the. =~
services of the ‘male ‘employee are “urgently- needed io -
preserve life arid properl.‘y in which case’ the male employee
shall be entitled to overtime pay

Any employee who has avalled of the patemlty leave.
may be required to furnish his offics: a'certified true copy of .
-his marriage contract, birth certificate of thé newborn chitd, -
" medical certificate ~ with pathology report. in .case. of
miscarriage duly signed by the altendlng ph ys;c;an or
midwife showmg the actual date of dellve!y

“Sec. 20 - Grant of Adoptmn ‘Leave. — A female

- government employee, regardless of: her civil status and-
employment statiis, and length of service who quallf fesasan
adopfive ‘parent under R.A. No. 8552 or the “‘Domesti¢
Adoption Act of 1998” and whose prospective adoptee is -
below seven (7) years of age as.of, placement, shall -be -
qualified fo avail -adoption leave of sixty- (60) :days -with full
pay, which feave shall ‘be enjoyed in"a continuous and
uninterrupted ‘manner. ‘I she is married, " her legitimate.
spouse (qovernment employee) can avail of. .adoption leave
of seven (7) days with full pay which shail be enjoyed in a
continuous or in an intermittent manner.

A single male- ‘government employee regardless of
employment status and length of service who qualifies as an
adopfive parent under R.A. No. 8552 and whose adoptee is
below seven (7) years of age as of placement, shall be
entitled o adoption leave of sixty (60) days with full pay,
which leave shall be enjoyed in a continuous and
uninterrupted marner. The same pnwlege may also be

- enjoyed by a married male employee with an unemployed
{wife) spouse.




omc. No.  Ng- 2031 pr20
o MASTW copy

Amendment to Omnibus Rules on Leave
(CSC MC No. 41, 5. 1998, as amended)
; Page i1of 12

X

“Adoption leave shall prowde an opportumty for the
prospect:ve adoptee and the: adoptlve parent/s fo develop - .
bonding similar to that between a ch;ld and his/her bfolog:cal T
parents '

““Application ‘for adoption Ieave shall be filed using
Civil Service’ (CS) Form - No. ' 6, Revised 2020, and -
-accompanied by an authenticated copy of the Pre-Adoptive :
Placement Authonty Issued. by the . Depan‘ment of ‘Social -
Weifare and  Development -(DSWD), 'if ‘the . leave will be "
availed of before the grant of petition’ for adoption. -

“If adoptlon Ieave Is availed. after the grant of the
petition for adopt:on ‘the’ apphcatron for leave shall b
accompamed by the authenticated copies of the Decree of
Adopfion tssued by the proper court,”

2. To RULE that quahf‘ ed female empioyees who gave live. chlldblrth or suffered
miscarriage and emergency termmation of pregnancy upon the’ effectlv:ty of RIA:
No. 11210.0n March 11,2019 but were ~only granted less than what:is: stlpulated _
. under the new law, shall be- entitled to ‘one hundred five (105) days or ‘sixty {60y -
- days: with full pay, as the:case may be Concomltantly, they ‘may.resume their
Temaining maternity leave and receive unpa:d ‘maternity leave benefi ts:due them;
provided that they not|fy their agency/office-heads in writing usrng the ‘Appiication
- for Leave form (CS Form No. 6). Female employees whose sick’ or vacatlon leave
.credits were deducted follovnng the appllcat:on ofthe old materhity leave Iaw rules
anc! regulations;’ shall be entltled to restoratlon of the same.

3. To PRESCRIBE the. revised ‘Applicatiori‘for: Leave (Civil Service Form No 6
Revised 2020) with the instructions and- Requirements ‘as ‘Annex “A™ ‘and the
‘Notice of Allocation of Matermty Leave {Cs Fonn No. 62, s. 2020) as Annex “B” )

4. To DISCONTINUE the use of CSs Form ‘No. 41 for leave apphcat:on-
Consequently, employees .may - secure ‘a med:cal certuf:cate issued by a
‘government or non-government. phys:man in 'whatever form in: support of their
application for leave, provided that the medical. ceriificate bears complete détails.
of -the physician - (e.g." name “and PRC/license, PTR and S2 numbers) the
employee, and the employee’s: condition/state of heaith.

5. To accordingly AMEND the foilowing: :ssuances relatlve to matermty leave and'
paternity Ieave _ .

¢ C8C Memorandum  Circular No. 14, s. 1989 {Additionai- Provisions -and
Amendmerts to CSC Memorandum Circuiar No. 41, 1998)

= CSC Memorandum Circular No. 22, s, 2002 {Amendment of Section 11, Rule .
XV1 of the Omnibus Rules implementing’ Book V of the Adm:mstratfve Code of
1987)

1
b
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. CSC.Memorandur'r.l'Cii'cular No. 13, s. 2004 '(Clariﬁcation on Maternity Leave
Policies) ' R

+ CSC Memorandum Circular No. 1, s. 2018 (Amendment ib_-Se_c’tioh'- 20 of the
Omnibus Rules on Leave on the Period Within' Which to Avail of Paternity
Leave) :

6. To REPEAL the provisions of CSC Memorandum Circular No. 8, &: 2003
{Amendment to Section.24.of CSC MC No. 41, 5..1998 on Computation on' Leave -

‘Monetization and Reiteration of Policy on Maternity Leave).

This Resolution shall take sffect after fifieen (18) days from its publication in a

newspaper of general circulation, provided that the amendment to the rules on’'matetn ity leave

- shall apply to female employees who gave live chiidbirth, suffered miscatriage or emergency

termination of pregnaricy from the effectivity date of Republic: Act No. 11210 on March 11,
2019, ' ' ' :

Quezon City.
_ ORIGINAL SIGNED
 ALICIA dela ROSA-BALA
Chairperson”
~ ORIGINAL SIGNED , _ 7

ATTY. AILEEN LOURDES A. LIZADA VACANT
‘Commissicher = ' Commissioner

Attested by:

KATHERINE LIMARE-DELMORO
‘Director I o
Commiission Secretariat and Liaison Office

HRPSO/RBE/N T/PSSD/SGAfom
File: Resolution Amending Omnibus Rules on Leave checked 1-6-2021
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Series of 2020

NOTICE OF ALLOCATION OF MATERNITY LEAVE

' FOR FEMALE EMPLOYEE

- CONTRCTIETA

.days (7 days max.} of my 105-day m5temﬁy leave fo Mr/Ms.

| am alfocating _ . .
which benef# is granted under Republic Act No. 11210 or the 105-Day Expanded Maternily Law, Attached is the proof of our
relationship. ) . : ] ] : R .

SIGNATURE OVER PRINTED NAME - - . . DATE .

Il. FOR CHILD'S FATRER/ALTERNATE CAREGIVER

GERESS

: I accepf the alfocated days of the 105-day matermity leave

“from the -abovementioned female employee and lwe submit the aftached
proof of ourrelafionship. i is understood that the alfocated matemnity feave -
is for the cdre of our/her newbom child. : '

b de o LR,
CICHild's father
CAlternate caregiver :
- 'ORelative within fourth degree of consanguinity
}

(Specify: :
OCurrent partner sharing the same household -

SIGNATURE OVER PRINTED NAME - DATE-

B

il it R L R TONE o
-1 Barangay Ceriificate: -|. [1Other bona fide documentfs that can -

prove filial relationship _ -

ili. FOR THE HRMO AND THE HEAD OF OFFICEIAHTHORIZED : dFFIClAL

I certify that Ms. has
a matemily leave balance of days.. Furthermore, | have
reviewed and evaluated the attached supporting document/s
and find the herein allocation of matemity leave in'order.

SIGNATURE OVER PRINTED NAME
Head of Office/Authorized Official

SIGNATURE OVER PRINTED NAME DATE :
. HRMO -~ . DATE
NG R E S S hn e G A A RIS R
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- 1. The form shall be used as written notice of the female employee to her ég'ency
regarding her aliocation of ‘a’ maximum of seven-(7) days' from the 105-day -
expanded maternity leave. o :

2. The form shall be accomplished in three (3) copies: copy for the female employee;
copy ‘for -the -agency; and- copy for "the -agencylemployer of the childs .
father/alternate ‘caregiver. : -

3.. The form with proof of refationship shall be attachied to the Application for Leave
- '(C8-Form'No. 6) of the female employee. ' '

4. The authorized official shall forward the cbpy for the agency/employer of the child's
father/alternate caregiver. :

5. ltem [ of the form shaill be accomplished by the female employee. She shall provide -
the required personal and agency information; the number of maternity leave days-
sought to be allocated and the name of the recipient of the allocated leave. ‘She -
shalll affix her signature over printed name with date of signing.

8. Item Il of the form shall be accomplished by the child’s father/altemnate caregiver.
He/she shall provide the required personal and agency/employer information and
he/she shall affix his/her signature over printed name with date of signing.

7. lem Il of the form shall reflect the name of the female employee and her maternity
leave balance. This part shall be .accomplished‘and ‘signed by the Human
Resource Management Officer (HRMO) in the agency. ltis a ministerial duty of
the head' of cffice or -his/her ‘authorized ‘official tc approve said allocation. and
indicate the date of signing. The agercy, thru the HRMO, is responsible to forward
a -copy - of the accomplished form to the. agency/empioyer of “the child’'s.’
fathier/alternate caregiver. . '
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Revised 2020 ANNEX: A
Repubiic of the Philippines e
{Agency Name) - i StampafDate of Recsipt | ,
(AgencyAddressj _ L it T

APPLICATION FOR LEAVE

1. OFFICE/DEPARTMENT 2 NAME:

(Lﬂs!)

(Firs‘t) (Middle)

3. DATE OF FILING 4. _:-POSIT ION

6. SALARY

6. DETAILS OF APPLICATION:

6.A TYPE OF LEAVE TQ BE AVAILED OF
[Jvacation Leave (ssc. 51, ke xvi, Grobus Rules implemansng E.0, No:2)

[ Isick Leave (3. 43 Rule VI, Ormnbus Ruies implamenting E.0. No, 222

[ JMatemity Laave ®A to. 11210/ RR lssusd by 5, 0LE 2nd 855)

[ raternity Leave tra. No. 8167 1050 ME No: 71, . 1958, o= s amondod)

DSpecual in[ege Leave (Sec. 2¢, Rula XV1, Cmsilbus Rures Implementing E.. No. 297)
[Jsoto Parent Leave(RANm BST2/ GSC MC No. 8, 5. 2004

[Clstudy Leave (s o8, fue 3, Gieibos Rutes ImplammﬂngE.ﬂ Mo
[J10-Day VAWE Leave (ano s2e2/c50 MC Ho. 15,5, 2005)
DRehabn!itat;on Privilege (Seo. 5, Rule XV1, Omeibvs Rules Impiemering E.O. No. 202)
[Jspeciai Leava Benefits for Womnen (RANo. 97101 CSENC Ne. 25,5, 2010)
DSPBCIE| Ernergsncy (Calamlty) Leave (CSC MC No. 2, 5. 2012, 85 amended)
'DA'dop'tion Leave(RA No 8552 .

Others:

[CIMandatory/Forced Leave(sea. 25, Ruls 1, Onidus Rulss niementig £, Mo, 282) -

6.8 DETAILS OF LEAVE

“n case af Vacatron/SpemaI an:'!ege Leave!

; DWlthin the Phlltpp:nes

[ JAbroad (specity) _
In case of Sick Leave:

I Hospitat (Specity tiness)

“[Jout Patient (Speciy lliness)

In case of Special Leave Benefits for Women
(Specrfy Miness)

In case of Study Leave:
DCQmp]eﬁon of Master's Degree . .
[[JeARmBoard Examination Review
: 0th=erpurpase: .
DWﬂeﬂzﬂﬂon of Leave Credits
'D‘i‘erminal i.géave'

6.C NUMBER OF WORKING DAYS APPLIED FOR

INCLUSIVE DATES

6.0 COMMUTATION
_ DNot'Requeshed .
; _DRequestad

(Signature of Applicant)

7.. DETAILS OF ACTION ON APPLICATION

7.A. CERTIFICATION OF LEAVE CREDITS

78 RECOMMENDAT!ON

Asof DFor approval -
Vacation Leave Sick Leave [JFor disapproval due to
Total Earned
Less this application
Balance

(Authorized Officer) (Authorized Officer)
7.C APPROVED FOR: 7.0 DISAPPROVED DUE TO:
days with pay
days without pay
others (Spacify)

(Authorized Official)




MASTER COPY

INSTRUCTIONS AND REQUIREMENTS

Application for any type of leave shall be made on_this' r—;on'h'and.tb be

ol
1.

_accomplished- at least in duplicate with documentary requirements, as

Hows:

‘Vacationleave' . . . L :
“It-shall be filsd five (5) -days in advance, wheniever possible, of the

" effective date of such leave.  Vacation leave within in the Philippines or -
+abroad shall be indicated in the form for purposes of securing travel '
‘authority. and completing * clearance - -from money : and - work -

. Taccountabiiities.

* Vacation - Leave (VL) " shall:_be - considered.* for . complying the =~

. | Mandatory/Farced Jeave . - .

“Annual five-day vacation leave shall be-forfeited i riot takéh during'the

: year.”In case the scheduled leave has been cancelled in the exigency -

- of the sefvica by the head of agency, it shall o longer bie deductéd from
the accumulated vacation leave.  Avallment of one! (1) day or more

‘mandatory/forced leave subject t6 the eonditions Under Siction 25, Rule:

~XVl ot the Omnibus Rules Impleimenting E.0. No. 282, . .

. Sick leave*

» It shall be flled immediately wupon gmbluyee'é'retufn from such’leave.

- '» If filed In.advance or exceeding five -(5) days, applicaion shalf be -
. . .accompanied by a medical certificate. - In case medicai'oonsultation'-__ e

"was niot availed of, an affidavit should be éxecuted by an appiicant. -

- Maternity Jeave* - 105 days . :
» Proof -of ‘pregnancy .e.g. ultrasound,
expected date of delivery .

= Accomplished- Nofice of Allocation of l\:.‘l'atemity_Leéﬁg Credits (CS -

Form No. 8a), if hieeded

 in the reciplent agency. -

- » Seconded feméle employees shall enjoy maternity léé&e_wiﬂ% fill pay

. Paternity leave — 7 days - - .

Proof of childs delivery e.g. birth ‘certificate, medical cerfificate and °

‘marriage contract

- Spectal i’riviiega Jedve — 3days

" I shall be filed/approved for at least one '(1) week prior m'_évai[merlt. )

except on - emergency “cases.. Special. privilege - feave ‘within. the

- Philippines or abroad shall be indicated in the form for purpases-of -
- securing fravel authority and completing clearance from moriey arid wark

accountabilities, - .+ -

' Salo Parent leave - 7 days

It shall be filed in advance: or whenever p'ossibfe five () days' before -

going on such leave with updateil Soio Parent Identification Card,

. Study leave* = up to 6 months

» Shall meet the agency’s intemal requirements, if any;
» Contract between the agency head or authiorized representstive an
the employee concemed. . )

. VAWC leave - 10 days

= [t shali‘be filed in advance or immediately upen the woman
employee's return from such feave,
= Itshall be accompanied by any of the following supporiing documents:
&. Barangay Protection Ordér (BPO) obtained from the barangay;
b. Tetnporary/Permanent Protection Crder (TPOFPFO) obtained from
the court; ’ i

¢. Ifthe protection order is nof yet issued by the bafangay or the court,

a -certification “issued by the 'Punong Barangay/Kagawad or

Prosecurtor or the Clerk of Court that the application for the BPO, .

*

For leave of absence for thirty (30} calendar days or miore and iérmjhal ]eave;

docfor's _cerﬁﬁcaté ‘on. the

0.

11

12, A
- *The Special emergency leave cari be applied for a maximum of five

Rehabilitation leave* - up.to 6 months

-+ ..rehabilitation, as the case may b+ 0 T E e L L
* = Whitteh conciirrence of a govemment physician shouidibe obiained

TRO or PPO has been filed with e said office shall'be sufficient -

.- 'to support the-application for the terday leave;or: = .- .

d. In'the abisence of the BPO/TPO/PPQ o the certification, a police

“ report specifying the'details of thedecurrerice.of violence on'the =~ -

" ¥ictim -and a -medical- cerfificate. may’ be “considered; at ‘the
- discretion of the immediate-supervisor of the woman employes -
concemed. o T

= Application shall be: made within oné (1) week fmrﬁ_‘thée time of the -

- -accident except when a lenger period is warranted, . -

o Leffer request supported by relevant’ repqafts_;shm' as the pélioe :
* - report, fany, : : i
" - = Medical certificate

- on the nature’_of .mé—injuries',:'.ihip'-;éoﬂrsé of .
tredtmiént involved, and the need to undergo rest, recuperation; and - -

relative. fo the: recommendation for rehabilitation if:

! ; e attending
-phySician is a private practitioner, particolariy on :ﬂ'le"dl_JJration of the

- period of rehibiliation.

‘Spatial leave benefits for women® ~up fo 2 months. -
@ The'application may be filed in advance; that is; at lezistfive (5) days . -

.prior o the scheduled date of the gynecological surgery that will be
undergone by the employee. . In ¢aseé of emergency, the appiication
for special leave shall be filed immediately upon employee's Teturn

*.-but during confinement the ‘agency shall be notified of said surgery.
The application shall be accompanied by a:medical certificate filed
‘out by the proper medical authorities, €.g: the' atteniding surgeon
“accornpanied by-a’ clinical :summary; reflecting :he ginecological -

+,-disorder which shail be’ addresseor was addressed; by the- said

surgery; the: histopathological report; the operative' technique-used - B
for the 'surgery; the duration’ of - thé ‘sirgery’ intlidingthe ' peri- :
operative period {period of confinement around surgery);-as well as
‘the employees estimated period of recupetation for the same.” - :

Spacial Emergency (Calamity) leave = up to § days _

. - (5} straight working days or staggered basis within thiry (30) days

- from: the ‘actual ocouménce - of the: ratural calamity/disaster. ‘Said -
“privilege:-shall be-enjoyed once & year, ‘not in-every ‘instance -of

- ~calamity or disaster. L : S L ;

'« The head of office shal take full responisibility for he graint of spacial -

13,

14,

15,

- emergency leave-and verification-of the employee's efigibility to be’
‘granted thereof. Said verification shall includs: validation of place of -
. Tesidence ‘based-on’ latest- avallable ‘records of . the ' affected "
employes; verification that the placé.of residénce is coverad in the
declaration of calamity area by the' préper government agency; and

" stich other proofs as may be necessary.

Monetization of leave credits .~~~
Application for mohetization of fifty percent (50%). or. more of the
accumulated leave credits shall bé accompanied by lstter request o
the head of the:agency stating the vakid and justifiable reasons. -

Terminal leave* o _
Proof of employee’s resignation or retirement or separation from the
service. .

Adoption Leave .

= Appilicafion for adoption leave shall be filed with an authenticated
copy 'of .the Pre-Adaptive ‘Placement 'Authiority ‘issued: by the
Depariment of Social Welfare and Development (DsSwWn).

application shaii be accompanied by a clearance from money, praperty and .

work-related accouniabilities (pursuant to' CSC Memorandum Circular No. 2, 5. 1985).




