Civil Service Form No. 6

Revised 2020
Republic of the Philippines
Department of Education
Region VI — Western Visayas
SCHOOLS DIVISION OF ANTIQUE
Stamp of date of receipt
APPLICATION FOR LEAVE

1. OFFICE/DEPARTMENT 2. NAME (Last) (First) (Middle)
HEALTH AND NUTRITION SECTION
3. DATE OF FILING 4. POSITION: 5. SALARY:

6. DETAILS OF APPLICATION

6.A. TYPE OF LEAVE TO BE AVAILED OF:

I:I Vacation Leave (Sec 51, Rule XVi, Omnibus Rules Implementing E.O. No. 292)

] mandato ry/Forced Leave (Sec 25, Rule XVI, Omnibus Rules Implementing E.O. No. 292)
[ sick Leave (Sec 43, Rule XVI, Omnibus Rules Implementing E.O. No. 292)

] Maternity Leave (RA No. 11210/ IRR issued by CSC, DOLE and S55)

™ Paternity Leave (RA No. 8187/CSC MC No. 71 s. 1998, as amended)

O Special Privilege Leave (Sec 21, Rule XVi, Omnibus Rules Implementing E.O. No. 292)
[ solo Parent Leave (RA No. 8972/CSC MC No. 8, s 2004)

™ Study Leave (Sec 69, Rule XVi, Omnibus Rules Implementing E.O. No. 292)

[ 10-Day VAWC Leave (ra No. 9262/CSC MC No. 15, s. 2005)

[1 Rehabilitation Privilege (sec 55, Rule XVi, Omnibus Rules Implementing E.O. No. 292)
™ Special Leave Benefits for Women (rA No. 9710/cSc MC No. 25, 5. 2010)

[I special Emergency (Calamity) Leave (csc MC No. 2, s. 2012, as amended)

O Adoption Leave (RA No. 8552)

Others:

6.B. DETAILS OF LEAVE

In case of Vacation/Special Privilege Leave:
Cwithin the Philippines

[ Abroad (Specify)

In case of Sick Leave:
[] In Hospital (Specify lliness)

[Jout patient (Specify lliness)

In case of Special Leave Benefits for Women:
(Specify lliness)

In case of Study Leave:

O Completion of Master’s Degree
O BAR/Board Examination Review
Other purpose:

[ Monetization of Leave Credits
[ terminal Leave

6.C. NUMBER OF WORKING DAYS APPLIED FOR:

INCLUSIVE DATES:

6.D. COMMUTATION
[ Not Requested
[ Requested

(Signature of Applicant)

7. DETAILS OF ACTION ON APPLICATION

7.A. CERTIFICATION OF LEAVE CREDITS
As of

Vacation Leave Sick Leave

Total Earned

Less this application

Balance

MIRACLE FAITH C. SENARIO
Administrative Officer IV — OIC — Personnel

7.B. RECOMMENDATION

For Approval
For Disapproval due to:

EVELYN C. REMO, PhD
SGOD - Chief

7.C. APPROVED FOR:
days with pay
days without pay
others (Specify)

7.D. DISAPPROVED DUE TO:




NICASIO S. FRIO EdD, CESO VI
OIC — Assistant Schools Division Superintendent

INSTRUCTIONS AND REQUIREMENTS

- T T Ty - d. In the absence of the BROTPOFEPO or the certification, a police report
; e e e specifying the details of the occcurrence of violence on the victim and a
e e medical certificale may be considered, at the discretion of the immediate
e e e Lo supervisor of the woman emplayee concemed,

e T 10. REHABILITATION LEAVE* - UP TO 6 MONTHS

- e e ———————= @ Applicaion shall be made within one (1) week from the time of the
L e e e e o accident except when a longer period is waranted.
I e ® | etter request supported by relevant reports such as the police repart, if

any,

®  edical certificals an the nature of the injuries, the course of realment
imvolved, and the need to undergo rest, recuperabion, and rehaklitation,
as the case may be.

11. SPECIAL LEAVE BENEFITS FOR WOMEN" - UP TO 2 MONTHS

® The application may be fled in advance, thal s, at least five {5) days prioe
to the scheduled date of the gynecological surgery that will be undergone
by the employee. In case of emergency, the application for special leave
shall be filed immediately upon employes's return but during confinement
the agency shall be notified of said surgery.

®  The application shall be accompanied by a medical cartificate filed out by
the proper medical authorities, e.g. the attending surgeon accompanied
by a clinical summary reflecting the gynecological disorder which shall be
addressed or was addressed by the said surgery; the histopathalogical
report; the operative technique used for the surgery; the duration of the
surgery including the perioperative penod (period of confinement around
surgery); as well as the employees estimated period of recuperation for
the same.

12, SPECIAL EMERGENCY (CALAMITY) LEAVE - UP TO 5 DAYS

®  The special emergency leave can be applied for & maximum of five (5)
straight working days or staggered basis within thirty (20) days from the
aciual occurrence of the natural calamity/disaster. Said privilege shall be
enjoyed once a year, nof in every instance of calamity or disaster.

®  The head of office shall take full responsibiity for the grant of special
emergency leave and verification of the emploves's eligibility to be
granted thereof. Said verification shall include: validation of place of
residence based on lafest available records of the affected employes;
verification that the place of residence is covered in the declaration of
calamity area by the proper government agency; and such other proofs as
may be necessary.

13. MONETIZATION OF LEAVE CREDITS

Application for monetization of fifty percent (50%) or more of the accumulated
leave credits shall be accompanied by letter request to the head aof the
agency stating the valid and justifiable reasons.

14, TERMINAL LEAVE®
Proof of employee's resignation or retirement or separation from the service,

15. ADOPTION LEAVE

Far lesme of absence af irty (30) calendar days of mone and iarrinal leave, spplication shal be accompanied by a clearants fram moresy, propesty and workretsted acoountabiflies (pursuant o C5C Memarandum Cireular Ne. 2, s 1985).



