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PURPOSE:
This aims to establish a standard policy on the proper allocation of honorarium to RMCI
employees and to determine the eligibility of employees to receive honorarium.

DEFINITIONS:
Honorarium — Payment given to the employee in addition to his/her basic salary due to various
reasons concerning company sustainability, compliance, and employee retention.

RESPONSIBILITY:
Human Resources Division Personnel, Payroll Supervisor, MANCOM, Executive Committee

POLICY:

1. RMCI employees under special cases as defined on Table 1.0, are given honorarium every 7% of
the month. Amount of honorarium and eligibility to receive honorarium is specified on Table 1.0.

2. Revocation or change of honorarium shall occur only if this policy is superseded by organizational
change such as integration of honoraria to the monthly basic salary, depending on business
conditions and affordability.

3. All honoraria of respective positions are temporary in nature, and are given under special reason/
considerations.

4. Other positions that require honorarium and are not specified in this document shall no longer
be in need of a request as it is already defined by the RMClI as either a critical position or vital in
compliance with the law or certain guidelines.
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Table 1.0 — Matrix of Honorarium Eligibility

Position Amount Eligibility
Medical Technologist (Probationary) | Php 1,500.00
Medical Technologist (Permanent) Php 3,000.00
Radiologic Technologist
(Probationary) Php 1,500.00
Radiologic Technologist (Permanent) | Php 3,000.00
Physical Therapist (Probationary) Php 1,500.00 . L . . -
Physical Therapist (Permanent) Php 3,000.00 :Zr:;;:rlum 's glven to scarce positions in the job
Staff Pharmacist (Probationary) Php 1,500.00 '
Staff Pharmacist (Permanent) Php 3,000.00
Respiratory Therapist (Probationary) | Php 1,500.00
Respiratory Therapist (Permanent) Php 3,000.00
Cath Lab Nurse with Training Php 3,000.00
Cath Lab Med Tech with Training Php 3,000.00 | Honorarium is given to this position as an allowance
Cath Lab Rad Tech with Training Php 3,000.00 | for retention programs, specialized functions, and
Perfusionist Php 3,000.00 | specialized training.
COE Stroke Care — Staff Nurse Php 3,000.00
COE Dementia — Staff Nurse Php 3,000.00
Cardiovascular Technologist Php 3,000.00
Honorarium is given to Pharmacists whose
Use of Pharmacist’s Professional Professional License is utilized by RMCl Pharmacy
. Php 8,000.00 . -
License Branches in compliance to the Food and Drug
Administration.
Credit and Collection Collector Php 500.00 | Honorarium is given to employees who perform
Cashiering Duties Php 500.00 | cash-handling functions.
Billing Account Officer Php 500.00 | Honorarium is given to employees who perform
direct-client functions and may be at risk for COVID-
PHIC Staff Php500.00 | 19 exposure.
. Honorarium is given to employees who perform
Admitting Staff Php 300.00 cash-handling fuictions beyond 1yO PM.
. Amount Honorarium is given to employees under the
Selected Supervisors & Managers varies retention program of RMCI Leaders.
BioMed Technician Php13,000.00 Honorarium is given to employee as retention
allowance.
Special Area Head Nurses Php 2,645.00 Honorarium is given to special area head nurses

who perform specialized functions_.
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PROCEDURE (SOP):

1. For selected Supervisor and Managers, the Division Head submits a letter of request for
honorarium, addressed and submitted to the Human Resource Head.

2. The Human Resource Division Head seeks the approval of the Executive Committee.

3. Once approved, HR Staff the relays the decision to the employee concerned for information
dissemination and to the Payroll Supervisor for remuneration arrangements.
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WORK INSTRUCTION:

KEY TASKS PERSON RESPONSIBLE

1. Creates a letter of request for an honorarium; addressed

and submitted to the Human Resources Division Head Supervisor/Manager/ Division Head

2. Seeks the approval of the Executive Committee Human Resource Division Head

3. Relays the decision once approved to the employee
concerned for information dissemination and to the HR Staff
Payroll Supervisor for remuneration arrangements
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WORK FLOW:

Division Head submits a letter of request for honorarium,
addressed and submitted to the Human Resource Head.

+

Human Resource Division Head seeks the approval of the
Executive Committee

NO

Approved?

YES

Supervisor/Manager/Division Head relays the decision once
approved to the employee concerned for information
dissemination and to the Payroll Supervisor for remuneration
arrangements

END )4
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FORMS: N/A

EQUIPMENT: N/A

REFERENCES: N/A
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