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healthcare employees to direct COVID-19 patient care areas.

SCOPE:

Applies to all employees assigned in direct COVID-19 patient care areas of Dr.

Pablo O. Torre Memorial Hospital

PERSON RESPONSIBLE:

Chief Nurse, Nurse Supervisor, Head Nurses, Section/Department Heads and

HRD - Recruitment & Manpower Planning Section
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PROCEDURE:

1. Closed medical stations/ areas shall re-assign healthcare employees to direct
COVID-19 areas with manpower vacancies that need to be filled-in to resume its
operations.

2. The immediate heads shall inform the HRD- Recruitment & Manpower Planning
Supervisor of the re-assignment for the processing of Notice of Personnel Action
(NPA) and updating in the healthcare employee’s 201 records.

3. Assigned healthcare employees, declining re-assignments should have valid proof
to exempt them in the re-assignments. This shall include one or more of the
following as valid reasons:

3.1. Healthcare employees 58 years old and above (Retirement age is 60 years
old)

3.2. Healthcare employees with immunodeficiency, comorbidities or other
health risks upon assessment of the company physician

3.3. Pregnant healthcare employees

4. Healthcare employees as mentioned in procedure number two (2) must present
documentary proof (certification from the family member concerned, medical
certificate, proof of residence, senior citizen ID, etc.).

5. For healthcare employees refusing to be re-assigned without documentary proof of
valid reasons for exemptions shall follow the “no work, no pay” arrangement.
Exempted employees shall be re-assign to other medical areas/stations with
manpower vacancies needed to be filled-in to sustain its operations; Otherwise, the
“no work, no pay” arrangement shall apply.

6. Redeployment to direct COVID-19 areas shall take place upon notification from
the area of the needed manpower.
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KEY TASKS PERSON RESPONSIBLE
1. Re-assi, healthcare employees from closed 3
; gns . p’ Y . Chief Nurse/ Nurse
medical stations/ areas to direct Covid-19 areas ;
: ; Supervisor
with manpower vacancies
2. Informs the HRD- Recruitment & Manpower
Planning Supervisor of the re-assignment for the
processing of Notice of Personnel Action (NPA) Immediate Head
and updating in the healthcare employee’s 201
records
3. Presents valid proof for exemption in the re- .
: p Pt Assigned healthcare
assignment (should they decline the re-
; employee
assignment)
4. Reports to the assigned Covid-19 area Assigned healthcare
employee
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Re-assigns healthcare employees from closed
medical stations/ areas to direct Covid-19 areas
with manpower vacancies

¥
Informs the HRD- Recruitment & Manpower
Planning Supervisor of the re-assignment for
the processing of Notice of Personnel Action
(NPA) and updating in the healthcare
emplovee’s 201 records

NO

Did the employee Presents valid proof for
agreed in the exemption in the re-
re-assignment? assignment

Reports to the assigned Covid-19 area
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