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SURIGAO STATE COLLEGE OF TECHNOLOGY

“For Netion's Gueaten Heiglts”

PARAMETER F

ADMINISTRATIVE SUPPORT FOR
EFFECTIVE INSTRUCTION
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Surigao City

SYSTEM-INPUTS
AND PROCESSES

S.1. The institution has
policies on:
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Campus

S.1.1. substitution or

special

arrangements
whenever a faculty
is on leave or
absent.
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ARTICLE X %
COMPLAINTS AND GRIEVANCES

Section 1. Complaints or grievances arising out of conflicts relative o terms and condition:
of emplovment shall be filed initially with the head of office unn‘LuuLd The same is resolved
in accordance with the gricvance procedure as provided for ur‘dcl existing applicable vl
service and labor aws, rules and procedures. ‘
In line with the revised policies on the settlement of grievances in the public sector contamed
in CSC Resolution No. 010113, dated January 10, 2001 and |[implementing through €75¢
NMemo Circular No. 02 2001, SSCT hereby adopts its Grievandge Machiners.

Articie X1
EMPLOYEER RELATIONS AND SERVICES

Scetion | Employec Relations-Lach head ol departiment or agency shall be responsible To
the |
creation of an atmosphere conducive o good supervisoremplovee relations and the
impravement of emplovee morale. For this purpose. the head of cach department or agency
shall make provisions for the establishments of units IL\|m|1«11I1|L‘ for the maintenines ol
cmploree  health, welfare, counseling. recreation and ~.|1n||.n activities cluding  the
cstablishment of employvee organization/union. ‘
) |
Scction 2 Right ro Self-Organization-1-ach head o department or agench shall provided o
wstem of mforming emplosees concerning their nights and privilege including the nght 1o
~elf=orcanization and their obligations and conduct required off all government officers and
emploscest € apter 6 Sec 3N-IS0 Rook Uof 1O 292 and s O nihis rudes. as Imendedi

et Fach head of department or agency sha¥l encour m:v-i Yiscnssion o ideas amony
icer and emplovees through the administrative hicrarchns lhwu--h assemblhics, conere:
Gontoeies and other allied Torms ol discussions. as well as theif participation. to the wreates
. aree practicable, in the development of policies and other matters aftecting them and lhk i
th,

voluntary conduet of employee activities, such as athletics. and auch others vomay ke
e social. recreational. financial. tood production and |I\L;|||1|1HL] catego s, wineh e
conducive to employee well being and consistent with the nuluuLl ol public service

\rticle XI1 ‘
LEAVE OF ABSENCE

| [
ection 1. Leave of Ahsence- Officers and employees in the Civil Serviee shall he entitled
leave ol absence. with or without pay. as may be pm\'iduh by law and the rules and

regulations of the Commission in the mterest of the service. |
In general. officers and employvees of the governmeht whether permanent or temporary w ho
render work during the prescribed otfice hours shall, after six months of continuous. faithinl

and satistactory service. be entitled 10 15 days vacation and 13/days sick Jeave with full pay.
exclusive of Saturday s, Sundays and public holidava, without 'mnl ation as to the numbher ol
davs vacation and sick leave that they may accumulate. \

|

Secnon 2. Lmplovees appointed on g casual status $hall be entitled to vacation and sich Teane
after having rendered a total of at least six months service ing the aggregate. provided sach
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six-month perind docs nut involve a single break of more thai one weeh and or cvenal
breaks from one to three days. the total of whicl should not excped 15 days.

Section 3. Fmployees rendering services on a part-time basis gre not entitled to vacation and
sick leave. However. il an employee warks pari-time in two jor more different offices and
renders the required office hours. he shall be’entitled to leave Ix nelits. -

i

led to vacation and sick feave
nefits. )

Seetion 4. Employees hired on a contractual basis are not enti
henefits. Employment contract shall not provide for such leave

Seefion 5. bmployees on rotation basis shall be entitled| o vacation and sick lease
corresponding to the period of service rendered by tom. the tofnl of which should not be fes.
than six months. 1 an employee has been allowed to work in fwo or more shifts or rotation,
the perinds of actual service covered hy cach shift or rotatiol should be added together to
determine the number of years. months and days during whidh leave is carned. Fmployecs
hired on a joh-order basis are not entitled to vacation and sick i¢ave.

Section 6 Vacation and sick feave shall he cumulative and agy part thereol which may nuot
be taken withih the calendar year in which camed may he cartjed over the succecding ycar
W henever amy oflicer or employ ee retires, voluntarily resigns or is scparated from the wrane
through no fault of his own, he shall be entitled to she comm tation of all the accumulated
vacation and or sick leave to his credit. provided his leave bengfits are not cov ered by ~pevial
faw. ,
When « person whose feave has been commuted following hiy scparation from the service 1.
reappointed in the government hefore the expiration of the leave commuted. he is given two
options. as lollows:

a. Refund the money value of the unexpired portion off the leave commuted: or

. 1le shall start from zero halance

Sectron =, When an oflicer or employee transter from one goy crnmeit ageney to another. he
«an choose either of the following mades relative to his unuged vacation and or sick leave
Credit, o wit

a. Have it commuted: or

b. Vave it ransforred to his new agencey.

L}

section 8 Al officials amd emplonees shall be required th go on vacatien leave fon
minimum of five working days annually which need*not be sug cossive.
Section 9. "The Head of the Ageney shall prepare o staggeted schedule of the' mandates
annual five-day vacation leave of officials and employees. provided that he may. m the
exigency of the service, canczl any previeusty scheduled leave
) e
Seetion 10, “The mandatory annual five-day vacation leave shall be forfeited if not takun
during the vear. However. in cases where the scheduled lepve has becn cancelled in the
exigency of the service by the head of ageney. the sehedufed fcave not enjoyed shall e
fonger be deducted from the total accumulated vacation leave.

Sectron 11, Married women in the govermment service whojhave rendered an aggregate ol
1wo or more vears of service, shall. in addition to the vacationfand sick leave granted to them.
he entitled o matemity feave of 60 days with full pay. For thyse who have rendered less than
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2 years of guvernment service at the time of the enjn_\utcm ol maternity Jeave. the

computation of their matemity leave pay shall be proportionate

o their length of servn e

Section 12, Maternity leave shall be granted to Temale marricd cmployees in evers instance

of pregnancy irrespective of its frequency.

Section 13. When an employee wants to report back 1o duty

- helore the expiration of I

materity leave. she may be allowed to do so without refunding the commuted moncey value

of the unexpired portion of her maternity leave and she shall he
tor the services rendered.

paid the corresponding salary

Section 14, Applications for vacation leave of absence for dqne full day or more shall be

submitted on the prescribed form for an action by proper
whenever possible. of the effective date of such leave.

Section 15 AWl applications for sich leave of absence for ong
prescribed form and shall be filed immediately upon the emple

hicl of agency in advance.

or more days shall be on the
yee's retumn from stch lense

Notice of absence. however. should be sent to the jmmediate Ilpcrvisur and or to the oflice

head. A propdr medical certilicate shall accompany the applica
five days

Section 16 Sick leave shall be granted only on account of sic
of the employ ee concerned or any member of his imfhediate

eetion Sich eave aun be applied tor-in advanee

on for sick leave in caeess ol

ness or disability on the pan
ily.

cines where the oflivial o

emplos o will underge medical examination or operation o ulvised to rest i view ot il

health duly supposrted by a medical certificate. In ordinars appl

cations for sick leave alrcady

taken net eneceding five duss. the head of departiment or pgency concermed may  duly

detenmme whether or not granting of sick leave is proper under
doubt -t medical certificate may be required.

the circumstances, lnviases of

Seenon 1S, Applications of officials and cmployees for lea
wounds or injuries incurred in the performance of duty extendi

ve of absence on gecount of
g beyond the available leave

.redits or the employee concerned must be made on the presgribed form. supported by the

proper medical certificate and evidence showing that the woun
the performance of duty. The head of department/ageney cone

s or injuries were incurred w
>red may direet that absence

during any periad of disability thus occasioned shall be on fgll pay. but not to exceed «iv

months, He man. in his discrction. also authorize the pay
necessany transportation. and subsistence and hospijal fees of 1]

Section 19, 1eave ol absence for any reason other than ilines
any member of his immediate family must be contingent u
Hence. the grant of vacation leave shall be at the disgretion o't

Section 20 Any violation of the leave laws. rules or regulation
deception in connection with an application for leave. shall

action.

Section 21, Where an employ ee Tails 10 report for work on o rg

is declared. he shall he considered absent on that day. An employee paid on a daily hasis i

meat of medical ‘aue;‘d:uwc‘

+ injurcd peisons.

s of an officer ur employee or
n the necds of the service.
¢ head of department agen:

5. OF 2Ny misrepresctation o
be i ground tor diwciplnars

bpular day tor which o holiday




not entitled to compensation for a Saturday. Sundyy or puplic holiday unless service 1.
especially required and rendered on that das. Accordingly. Saturdays. Sundays or public
holidays occurring within the period of leave shall ot be charge against his vacation or sicl
fcave.

Section 22, Tardiness and under time are deducted from vacagion leave credits and shall e
be charged against sick Icave credits. unless the under time is fpr health reasons supported by
medical certificate and application for leave.

Section 23, Any ofliceremployee of the government whoe rdlires. voluntarily resigos or 1
«eparated trom the service through no tault of his own, and who is not otherwise covered b
special law. shall be entitled to the commutation of all lfis leave credits exclusive ol
Saturdays, Sundays and holidays without limitation and regapdless of the period when the
credits were carned. Provided. that the unlimited leave privilegzes may be availed of only by
comcerned officers/employees who are in the service as of flanuary 9. 1986, the date o
clfectivity of EO 1077 or therealter.

Section 24, An officer or employee in the government who isfseparated from the servicee for
cause shall forleit his leave credits.

Section 25, Applications lor commutation of vagution/or ick leave in connection with
separation through no fault of an officer or employee shpuld be sent o the head ol
depariment o aecney vencerned for approval s .

Sccmen 20 Al absences of an officer or employee in exeesy of the vacation or sich leave
carmed shall be without pay.

swottor: 27 Teave without pay not exceeding one year may| he granted m addition 1o the
Cacatien and or sick leave camed. | cave withowt pay in eveesq of one month shall require the
tearance of the proper head of Department.

ecton 25, Where officers and employees have pending jJormal admimsrative charges
against them. no vacation feave with pay- shall be granted the respondent during the pendenc:
of the casc.

Sectton 29, Officers and employees who are absent for at feast Thirty (30) days withont
approved leave are considered on Absence Without Leave (4WOL) and shall pe Vropped
[from the service after duc notice. However, when the exiger cies of the service require his
immediate presence und he faily/refuses fo return to the sdrvice. the head of affice muy
drop him from the service even prior to the expiration of fre 30 day period above cited,

(Rule XV1. Omnibus Rules implementing Book V of E() 202)
. L]




