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C5C Form 6 (Leave Form)

Omnibus Rules on Leave

CSC Memo Circular No. 16, 5. 2012

Republic Act No. B972

CSC Memo Circular No. 25, 5. 2010
Republic Act No. 8187
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Leave, Magna Carta for Women Leave,
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QUALITY
PROCEDURE (QP)

Elf-gga-mn-m

Eff. Date

Rev. No.

10.16.17

PROCEDURE TITLE Administration of Leave of Absences

This process starts from the receipt of the application for leave of Regional Office
| personnel and other leave applications from Field Operating Units (FOUs) that
| require RD's approval

| To define the process of Leave Administration

SCOPE

PURPOSE

PPROCESS DESCRIPTION |
Leave W Farm A - Approved Leave Form p— e
Personnel/ (CSC Form &) with Administration of S ng/COA/Fi |

INPUT PROCESS OUTPUT
Nl attachments '{ Leave of Absences it s Clrtir st O
| attachments

DESCRIPTIVE STATEMENT:

Personnel Section receives leave application form and other necessary documents from regional office
personnel and from FOUs for applications that require RD's approval /endorsement. Applications are then
processed for RD’s approval. Once approved, Personnel Section updates Leave Ledger Card of applicant,
and/or indorse documents to CO, if so requires, and keeps documented information for filing.

Step Responsible
No. Parsaniel PROCESS/ACTIVITY Details References
1 RO Preparation of Leave | « Prepares Leave e Leave
Personnel/Appl | Application Application Form and Application Civil
icant/FOU fill out all necessary Service
information required Commission
for the type of leave Form No 6 (F6)
applied for and submit s Omnibus Rules
| the same to Personnel on Leave
Section. |
* Meanwhile, FOUs
transmit leave
application documents
L | to Regional Office
! 2 Personnel Receive  and record | « ADA IV receives » Leave
; Section Application for Leave Application for Leave Application Civil
(F6) of RO personnel Service
and/or transmitted Commission
documents from FOUs. | Form No 6 (F6)
Stamp received date
and time of receipt
'« Check F6 for + Omnibus Rules
correctness and on Leave
completeness of
needed information as
well as the required
documents necessary
for the type of leave
being applied for, to

wit:
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® | 101617 | 205

Step

Responsible

No. Personnel PROCESS/ACTIVITY Details References

4 Vacation Leave: CSC Form No. 6
*within in the
Philippines (5 days
before the actual
leave) :
*Travel abroad CSC Form No. 6, |
(approval in Central letter request,
Office] : EEGWJ [Provi

-complete documents ncial/City

will be forwarded to Clearance, ;
CO 10 working days lnﬂ_ﬂl'ﬁemrent (if
before the departure assigned in
date FOUs)

4 Sick Leave: C5C Form No.
*file upon return to 6; for more
work than five (5)

days - require
Medical
Certificate

4 Maternity Leave CSC Form No.
6;Medical
Certificate;
Regional /Provi
ncial /City
Clearance,
Indorsement
from FOUs (if
assigned in the
field)

4 Paternity Leave CSC Form No.

6; Birth
Certificate and
Marriage
Certificate, ;
|

4 Solo Parent Leave | * C5C Form No. 6;

Solo parent LD.

- Special + . Letter

Leave Benefit for request, CSC
Women [RA 9710 Form 6,
Magna Carta for Clearance,
Women] (major

operations /2

muonths],

Medical
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Step Responsible
No. P nel PROCESS/ACTIVITY Details References
I Certificate
I ' indicated the
findings,
procedure and
| | recommendati
on of the
physician
4 Rehabilitation * (SC Form 6,
Leave Letter request,
police report,
medical
certificate
acquired from
a government
| | physician and
; | others as
.\ deemed
necessary
4 Special e (CSCFormé6&
Emergency Leave declaration of
state of
calamities from
LCE
4 Special Privilige '« (CSCFormé
B _ Leave
3 Personnel Process Leave Application | « ADA IV determines Leave Ledger Card
Section and Certify leave balances available leave balance
| . of applicant and fills out
certification of leave
| | credits. Forwards the
form to HRMO 111 for
review and certification .
of leave balances. ;
» HRMO 1II signs the
form.
| » For Maternity and ® Reglonal
| Magna Carta Leave Cieararice
Applications, ADA IV
also prepares Regional
Clearance to be routed
to concerned
signatories,
{* Regional
| » For travel abroad, and Clearance &
| Rehabilitation Leave,
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Page
4ofs |

Responsible
Personnel

PROCESS/ACTIVITY

Details

References

ADA IV also prepares
Regional Clearance to
be routed to concerned
signatories, and
Indorsement Letter to
Central Office for RD’s
signature.

Indorsement

"ARDorDC

| Application

Signing of recommending =
approval of Leave

Concerned Division
Chief or ARD signs
recommending
approval for RO
personnel applicants

CSC Form F6

Personnel
Section/RO
Applicant

Route documents to ORD

Forwards leave form
of RO personnel
and/or leave
application documents
of FOUs to the Office of
the Regional Director
for approval.

Approval of Leave .

I Application

RD signs leave
applications

For Travel Abroad and
Rehabilitation Leave

applications, RD
countersigns leave
application form and
signs Regional
Clearance and
Indorsement Letter

' ORD

application documents

Returns approved leave | o

Forwards approved
leave and/or Regional
Clearance/Indorsemen
t to Personnel Section

for recording and/or
transmission to Central |
Office

Personnel
Section

and transmittal to CO

Updating of Leave Ledger 1:-

ADA IV updates the
Leave Ledger of
applicant based on the
approved leave
application

For Travel Abroad and
Rehabilitation Leave;
Endorse documents to
Records Section (QP-

R13-FAD-11)

e CS5C Form 6
» Leave Ledger
Cards

* CSCFormé

* Regional
Clearance

* [ndorsement




DILG - REGION XIII {CARAGA)
QUALITY ' QP-R13-FAD-13

PROCEDURE (QP) — '

Step | Responsible =
No. | Personnel PROCESS/ACTIVITY ! Details References
9 Personnel Filing of Documents » Retain appr(;!.r_ed leave
Section application to support
individual DTR and
copy of the documents
transmitted to Central
Office (R13-SP-02)
Definition of Terms:

ORD - Office of the Regional Director
Applicant - Personnel applying for Leave

Legal References:
* Omnibus Rules on Leaves (VL /SL/FL/SPL)
* Magna Carta for Women
» Rehabilitation Leave
* Paternity Leave
« Solo Parent Leave

Maternity Leave
# Special Emergency Leave

FAMACION, CESO Il
ional Director

u@iﬁasm DON 0
RM Chief Admin
I

Regional Director

‘ Process Owner Regional QMR ' Top Management




DILG REGION XIII (CARAGA)

QUALITY
OBJECTIVE (QO)

DIVISION/SECTION

QUALITY PROCEDURE
| TITLE

Finance and Administrative Division, Personnel Section

Administration of Leave of Absences

Objective

(VL/FL,SL,SPLMagna
Carta, Solo Parent,
Paternity, Maternity,
Special Emergency)

| » Leave Administration

[VL - travel abroad &
Rehabilitation Leave
Request)

| ® -'-l:i-mely pracessiﬁg of

received leave
applications

* Timely transmittal
of leave application
for request of
authority to travel
abroad and
Rehabilitation Leave
Requests '

Key Performance Indicators (KP1)

| QO-QP-R13-FAD-13

Target

Indicator/Formula
(if applicahle)

* BO% of received leave
applications in a day
are processed within
the day

= B0% of received leave
applications for travel
abroad and
Rehabilitation Leave
requests are
transmitted to Central
Office 3 days upon
receipt of documents

e Total number of
leave applications
processed / Total
No. of received
leave applications

* Total number of
leave applications
transmitted to
Central Office 3
days upon receipt
of documents /
Total number of
received

applications

Chief Admin. Dffi¢er/OIC-

‘Regional QMR

sst. Regional Director

Ffreq:: ey Responsible
for
Monitorin
g Results Monitoring
'« Monthly | s HRMO 111 /

HRMO 11 &
Staff

e Monthly | « HRMOIII/
HRMO 11 &
Staff

" a File cu_py of

Applicable
Documents (e.g.
Tracker/Logsheet,
Summary Logsheet,

| Report, Memo etc)

» Logsheet

* Individual leave
cards

* Approved leave
application form

indorsement




. e DILG REGION XIII (CARAGA)
)\ PROCESS QUALITY MONITORING "QMEQP RIS TAD TS
) AND EVALUATION (QME)

Rew, No. Eff. Date

Page
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Innrlsnwmu FINANCE AND ADMINISTRATIVE DIVISION - =5
| PROCEDURE TITLE | ADMINISTRATION OF LEAVE OF ABSENCES

OBJECTIVE 1. B0% of received leave applications in a day are processed within the d day,

STATEMENT 2. B0% of received leave applications for travel abroad and Rehabilitation Leave requests are transmitted to Central Office 3 days

] upon receipt of documents _ .
CURRENT PERIOD - B
INDICATORS B ' Jan | Feb | Mar | Apr [ May _[u_[ Jul | Aug | Sep | Oct [ Nov [ Dec | Total |

_ Objective 1: 80% of received leave applications in a day are prucessed within the day . . . o
| A | Total No. of leave applications acted in a day ' ] | | 5 |

"B | Total No. of received leave applications in a day N ' [—l | |
C | Formula; A x 100 Target Result: 80%
" J

D | Gap ﬂnMMMlNHnt met, put your analysis why it is not met

Objective 2: 80% of received leave applications for travel abroad and Rehabilitation Leave requests are transmitted to Central Office 3 days upon receipt of

documents

A | Total No. of leave applications for travel abroad and | I . | 0 __{_ - | | B
rehabilitation leave requested acted 3 days upon receipt of

_ documents

B ' Total No. of received leave applications for travel abroad and

rehabilitation leave requests transmitted 3 days upon
receipt of documents | I
C Formula: A x 100 Target Result: 80% J L | | |
B

D | Gap Analysis: In case the nhject‘we is not met, put your anafysis Whjl’ it is not met
Note: For unmet targets, the QMS Secretariat will issue Corrective/Preventive Action Report (CPAR) duly signed by the DILG-XIII Deputy QMR.

B O S

MA SAN . ;
ATV /1 1l Chief Admin. Offigér/OFC-Asst. Regional Director | Regi nal Dlrecmr
Process Owner ____Regional QMR Top Hauggement
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Due Date of Submission;
Legend:
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION X111 (CARAGA)

1559 Matimco Bldg, Km 4., Libertad, Butuan City
caraga.dilg.gov.ph | FM-QP-R13-FAD-13-02

Rev.MNo.  Eff.Date Page
EMPLOYEE'S LEAVE LEDGER CARD 00

10.16.17 1ofl

Name: Appointment: Unit Station:
Leave Credits Carried to DILG: Status: — Date Entered to DILG:

VACATION LEAVE SICK LEAVE Date &
Absence/ Absence Absence Absence Action

taken on
riicu Underti Undertime Underti Underti
Rl | | 2 v Earned e Balance Earned " = Balance alo! L applicatio

W/Pay W/0 Pay W/ Pay W/0 Pay Iu::

Year: ____
JANUARY]|
FEBRUARY
MARCH
APRIL
MAY
JUNE
JULY
AUGUST
SEFTEMBER
OCTOBER
NOVEMEBER
DECEMBER
TOTAL |

Prepared by: Certified Correct:

MARECIL A. VILLASAN MARIE JOY 5. LUENGAS
Admin. Officer IV / HRMO 11 Admin. Officer V / HRMO 11

CAOQ/0IC-Asst. Regional Director

Process Owner Regional QMR

- i

oa g wpnl QM5
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XIII (CARAGA REGION)

REGIONAL OFFICE

CLEARANCE

PURPOSE
To Whom It May Concern:

This is to CERTIFY that , of this office, stationed
at is CLEARED of all accountabilities and

responsibilities as far as the Regional Office is concerned.

Done this____dayof 20__
RAY GREGORY F. JARANILLA B JOCELYN C. JAYOMA
Chief, LGMED OIC-Chief, LGCDD
Recommending Approval
DONALD A. SERONAY

Chief, Finance & Administrative Division /
OIC- Asst. Regional Director

APPROVED

LILI.EETH A. FAMACION, CESO 111
Regional Director

Leave Credits as of
Vacation Leave
Sick Leave

NOTE:

ﬁ In case an official or employee whe has been cleared is subsequently discovered to still have
cither cash or property scrountabilities, the spproved clearance DOES NOT RELIEVE
him/her of the said scoountability [GAO Circular No. 62 dsred I3 December 1957]

2 Field personnel shall attach their regionsl clearance.

“Matino, Mahusay at Maaasahan”
#1559 MATIMCO Bldg., Km. 4, Libertad, Butuan City, 8600 Philippines Website: hitp://caraga.dilg.gov.ph/
Tel. No. (085) 342-2045; 341-1976 or (Telefax) 342-2134; B15-1299 Email Address: official@caraga.dilg.gov.ph
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XIII (CARAGA REGION)

q@man DON ERONAY

| MA L A A LILIBETWA. FAMACION, CESO 111
RMO I CAO/0IC+Asst. Régional Director Regjonal Director |
u |
' Process Owner Regional QMR Top Management

“Matino, Mahusay at Maaasahan”

#1559 MATIMCO Bldg., Km. 4, Libertad, Butuan City, 8600 Philippines
Tel. No. (085) 342-2045; 341-1976 or (Telefax) 342-2134; 815-1299

Website: http://caraga.dilg.gov.ph/
Email Address: official@caraga.dilg.gov.ph
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Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XIII (CARAGA REGION)

BASIC:

2" Indorsement
Date:

Respectfully forwarded to EDUARDO M. ANO, Officer - In-Charge,
Department of the Interior and Local Government, NAPOLCOM Center, Quezon
Avenue, EDSA, Quezon City thru AUSTERE A. PANADERO, Undersecretary for
Local Government, Attention: Atty. JENA J. JAVAREZ, Acting-Director,
Administrative Service, the herein basic communication with the information that

this level recommends favorable action.

LILIBETH A. FAMACION, CESO 111
Regional Director

. DONALD A/'S
N CAO/@IC-Asst. Regional
HRMO 11 Director |
Process Owner Regional QMR Top Management

“Matino, Mahusay at Maaasahan”
#1559 MATIMCO Bldg., Km. 4, Libertad, Butuan City, 8600 Philippines Website: http://caraga.dilg.gov.ph/
Tel. No. (0B5) 342-2045; 341-1976 or (Telefax) 342-2134; 815-1299 Email Address: official@caraga.dilg.gov.ph



