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. All schools are hereby directed to submit their Report on Employees who will be on

Maternity Leave for SY 2019-2020, following the template below, on or before July 15,
2019. This is to ensure that the Division will have enough budget for hiring substitute
teachers while regular employees are on Maternity Leave.

No. |LAST FIRST MIDDLE PERIOD OF LEAVE
NAME NAME NAME
1; Uy JUANA CRUZ 09/25/2019-01/07/2020

*Delivery date need not necessarily be the start date of the period of leave; Only a minimum of 60
days is required to be allotted for postnatal.

Soft copy of the summary of performance ratings shall be emailed to
depedelsalvador.hrmo@gmail.com on or before the prescribed deadline.

Further, this Office would like to reiterate that submission of application for maternity
leave must be done 2-3 months before the start date of the period of leave. Should the
employee availing the maternity leave wishes to share a number of days with her current
partner or alternative caregiver, the same must be indicated in the letter of intent to file
maternity leave.

For information, guidance and strict compliance.




