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PURPOSE:

To establish the standard procedure in the availment of the company Sick Leave and Incentive
Health Leave/Bonuses

DEFINITIONS:
Sick Leave and Incentive Health Leave/Bonus-This is a 5 day and 10-day leave with pay benefit;
respectively, granted to all permanent employees who have rendered at least one (1) year of
continuous service from date of probationary.

RESPONSIBILITY:
All employees, Section/Department/Division Heads, Corporate Human Resource Officer,
Compensation Head, Labor Relations Head, HR-Benefits Staff and HR-Labor Relations Staff

POLICY:

1. Based on the Collective Bargaining Agreement, a 5-day sick leave and 10-day Incentive Health
Leave shall be granted to all permanent employees who have rendered at least one year of
continuous service from the date of probationary employment in the Hospital.

2. For prolonged or continuous sick leave five (5) days or more, the employee shall have the
following options:
2.1 Charge the whole sick leaves to his 5-day company’s Sick Leave and 10-day Incentive Health
Leave.
2.2 Charge the first five (5) days to his 5-day company’s Sick Leave and the balance to 5SS
Sickness Benefit.

3. If the 5-day company sick leave and 10-day Incentive Health Leave of the employee have been
used up, the sick leave of four (4) days or more shall be forwarded to Social Security System
chargeable to the employee’s SSS Sickness Benefit.

4. The notification for sick leave thru phone call commonly called as “Sick Call” shall be done two (2)
hours prior to employee’s scheduled duty.
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5. Medical Certificate required Sick Leave

5.1 Consecutive

5.1.1 For sick leave three (3) days or more, the employee shall secure Medical Certificate
from the Company’s Physician.

5.1.2 The employee shall proceed to the Company Nurse at the Employees’ Clinic.

5.1.3 Medical Certificate from the Company Physician.

5.1.4 If the Medical Certificate is issued by another or private doctor, the employee shall
secure counter signature of the Company Physician on the day of sick leave during
weekdays and by Junior Medical Consultant (at OPD/ER) during weekends.

5.1.5 Upon return to work, “Fit-to-work” clearance with counter signature of the Company
Physician; logged by Company Nurses’ initial.

5.2 Staggered

5.2.1 In the event that an employee accumulates a total of four (4) days of sick leave within
a month, a fit-to-work certification from the Company Physician will be required on the
fourth occurrence of leave.
5.2.2 If an employee takes four days of sick leave per month, for a total of four months in a
' year, the employee shall undergo a complete physical examination at own expense.
Illustration for Staggered Sick Leave:

Covered Months Number of SL availed Required Clearance
January 4 days Medical Certificate / Fit-to-work
February None N/A
March None N/A
April 4 days Medical Certificate / Fit-to-work
May 4 days Medical Certificate / Fit-to-work
June None N/A _

July None N/A

August 4 days Complete Physical Examination &Fit-to-work
September None N/A

October None N/A

November None N/A | _

.December None N/A
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5.2.3 Failure to secure medical certificate/fit-to-work on complete Physical Examination shall
be dealt with in accordance to Code of Discipline on the ground of insubordination.

6. The employee or immediate head applies sick leave using the Online Leaves Application in the
communicator before the payroll cut-off.

7. The Medical Certificate and “Fit-to-work” clearance shall be submitted to HR upon return to
work. The HR staff issues a Clearance Slip to the employee. The employee submits the clearance
slip to the immediate head.

8. Atthe discretion of the Management, an employee who takes at least five (5) days sick leave may
be audited through a home visit to be conducted by the Company Nurse or HR Staff.

9. The employee shall file their unused sick leave and incentive health bonus one- -month prior their
anniversary date. Filing for unused sick leave and incentive health bonus between months or
after the anniversary date shall not be allowed.

10. The employee shall claim their unused sick leave and incentive health bonus on their anniversary
month and shall be paid based on their current monthly rate. This privilege is non-cumulative, no
extension allowed beyond anniversary month.
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Hlustration 1. Appropriate availment of unused sick leave and incentive health leave/bonus.

| DETAILS REMARKS | PAYOUT SCHEDULE
.Date Hired July 16, 2022 |

Sick Leave Credits 15 days

Accrue Period July 16, 2022 to July 15, 2023

Availment Period July 16, 2023 to July 15, 2024 July 7, 2023

FILING DATE OF UNUSED SICK
LEAVE MUST BE ONE (1) MONTH |June 16, 2023
BEFORE ANNIVERSARY DATE

11.Furthermore, the employee shall apply for unused sick leave conversion to cash one (1) month
prior from the anniversary date and be paid based on the employee’s current monthly rate, as

follows:
Date Hired/Anniversary Date | Cut-off Period Schedule of Payment
Between 1°" TO 15™ of the Current | Every 10" of the Current Month Payroll pay-out on the 22™ of the
Month current month

Between 16TH TO 30TH/31ST of | Every 25th of the Current Month |Payroll pay-out on the 7th of the
the Current Month succeeding month
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PROCEDURE (SOP):
1. Upon eligibility, the employee avails of his sick leave benefit in cases of sickness and the other-

. The employee or immediate head applies sick leave using the Online Leaves Application in the
. The issued “Fit-to-work” clearance with signature of the company physician shall be verified by

. The Medical Certificate and “Fit-to-work” clearance shall be submitted to HR upon return to

related health problems.

The sick employee informs his Immediate Supervisor or Department Head of his absence at least
2 hours before his scheduled today.

For sick leave 3 days or more the employee secured the following:

a) Medical Certificate from the Company Physician at the Employees’ Company Clinic.

* If the Medical Certificate is issued by another or private doctor, the employee must secure
counter signature of the Company Physician, on the day of his sick leave during weekdays
and by the Junior Medical Consultant (at OPD/ER) during weekends.

b) Upon return to work, “Fit-to-work” clearance with counter signature of the Company

Physician; logged by Company Nurses’ initial.

communicator.
the company nurse.
work.

The HR staff issues Clearance Slip to employee.
The Employee submits Clearance Slip to immediate Head.
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WORK INSTRUCTION:

KEY TASK

PERSON RESPONSIBLE

Informs  his Immediate Supervisor or
Department Head of his absence at least two
(2) hours before his scheduled duty.

Applies sick leave using the Online Leaves.

Verifies the issued “Fit-to-work” clearance
with signature or countersigned of the
Company Physician.

Employee

Company Nurse

Submits the Medical Certificate and “Fit-to-
work: clearance to HR upon return to work.

Submits Clearance Slip to Immediate Head.

Employee

Issues Clearance slip to employee.

N|o v

Processes the payment of Unused Sick Leave

and Incentive Health Benefits for submission
to the Payroll Supervisor for review and
processing of payment.

HR staff

Monitor & Reports number of sick leave
incurred or filed by the staff to the HR.

Department Head/Section Head

Reviews and verify report.

HR Staff
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WORK FLOW:
START
|
| v
‘ Employee informs the supervisor
. 3
~ Is sick Leave
i X more than 3
Employee files Sick NO P days? Or
Leave Online }‘ : accumulated 4
I dayswithina
h 4 . month? -~
Immediate head ' =
approves Sick YES |
Leave Online v
' ‘ Employee files Sick Leave online or e
submit leave Authority Form for SSS Sick leave |
v
‘ Employee secures medical Certificate
¥
Comply with the
Fit to work? > NO_, company
physicians medical
advice/treatment
YES-.\l

|
!

Section Head & HR-Staff
approves Sick Leave Online

Company physician issues/countersigned medical certificate ‘
and issues ﬁt-tol-work clearance
v
Employee submits a medical certificate verified by a company |
nurse and a fit-for-work clearance to HR

v

HR Staff issues clearance slip to employee ‘
v
Employee submits Clearance Slip to supervisor/Department
Head
v
g END
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FORMS:

1. COMPBEN-F001(01)-Leave Authority
2. COMPBEN-F0O05 (01)-Medical Certificate

EQUIPMENT: N/A

REFERENCES: N/A
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