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INTERIM GUIDELINES ON THE USE OF LEAVE CREDITS FOR ABSENCES DUE
TO SELF-QUARANTINE AND/OR TREATMENT RELATIVE TO THE CORONA

To:

VIRUS DISEASE 2019 (COVID-19)

Asst. Schools Division Superintendent

Chief CID, SGOD

PSDS, Education Program Supervisors

Section Heads

All Public Elementary & Secondary School Heads
All Others Concerned

This Division

. As per Civil Service Commission (CSC) Memorandum Circular 5, s. 2020,

absence from work during the fourteen (14) calendar days prescribed period
of observation and/or treatment, shall not be deducted from the employee’s
earned leave credits. Absences beyond the prescribed period shall be charged
from the employee’s earned sick leave credits. In case sick leave credits are
exhausted, vacation leave credits may be allowed to use in lieu of sick leave
credits. Consequently, if vacation leave credits have been exhausted, the
employee may apply for sick leave of absence without pay.

2. In such cases where there will be employee/s who will undergo the 14-day

quarantine period, Unit Heads and School Heads must ensure that the
efficiency and productivity standards of work are still met despite the absence
of such employee/s.

. For more details, all are advised to refer to the aforementioned CSC

Memorandum Circular.

. For information, guidance and compliance.

OLGA C. ALONSABE
Asst. Schools Division Superintendent
Officer-In-Charg
Office of the Schools Division Superintendent

To be indicated in the Perpetual Index
Under the following subjects:

ATTENDANCE POLICY

OSDS/AMA
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Republicof the Philippines

MEMORANDUM CIRCULAR

TO e ALL HEADS OF CONSTITUTIONAL BODIES;
DEPARTMENTS, BUREAUS AND AGENCIES OF THE
NATIONAL GOVERNMENT; LOCAL GOVERNMENT
UNITS; GOVERNMENT-OWNED OR CONTROLLED
CORPORATIONS WITH ORIGINAL CHARTERS: AND
STATE UNIVERSITIES AND COLLEGES

SUBJECT interim Guidelines on the Use of Leave Credits for

Absences Due to Self-Quarantine andlor Treatment
Relative to the Corona Virus Disease-2019 (COVID-19)

Pursuant to CSC Resolution No. 2000362 promulgated on February 20,
2020, the Commission adopted the following Interim Guidelines on the Use of
Leave Credits for Absences Due to Self-Quarantine and/or Treatment relative to
the Corona Virus Disease-2018 (COVID-19) to avert the threat in all workplaces in
the public sector and to ensure that government officials and employees are given
the chance to undergo preventive or remedial health measures to ensure that they
are in good health at all times.

1.0 Purpose

These guideiines provides for the procedure of availment of leave
privileges for absences incurred in relation tc self-quarantine and/or treatment of
public sector officials and empioyees relative to the COVID-18 which has been
declared by the World Health Organization as Public Health Emergency of
International Concern {(PHEIC).

Moreover, said guidelines seek to ensure that precautionary measures are

employed in government agencies 10 avoid the spread of the said virus in the
public sector workplace.

2.0 Scope and Coverage

These guidelines apply to all public sector officials and employees
regardless of status of appointment (permanent, temporary, provisional,
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3.0 Guidelines

3.11t is the responsibility of ‘each- goverment officiallemployee or any
- Individual serving the public sector to ensure that he/she employs the

necessary measures to prevent the spread of the COVID-19 infection in
- the public sector workplace. :

One-who feeis sick with the COVID-19-like symptoms).or has been
exposed to persons infected with COVID-19 must immediately inform
his/her supervisor: voluntarily seek immediate medical attention and/or
go on self-quarantine. as deemed necessary upon the advice and
certification of a licensed government/private physician. This is in order
to avert the possible spread of the infection in the workplace.

3.2 All officials and employees in the public sector who have history of
travel from China and its Special Administrative Regions {Macau and
Hongkong) including other countries as declared/identified by
competent Philippine authority prior to and after the promulgation of
these guidelines shall ensure that they shall have submitted
themselves to "self-quarantine” in their homes or any appropriate heaith
facility, as applicable for fourteen (14) calendar days upon arrival in the
Philippines. They shall not report back to work unless the said self-
guarantine period has slapsed andfor they have been treated, and
cleared as being fit to go back to work by the proper heaith authorities.

3.3 Absence from work due to self-quarantine period and/or treatment of
the COVID-19, as applicable, shall be treated, as follows:
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| history of travel fourteen {14) | COVID-19:

(official/personal) from | calendar days

| China and its Special | prescribed period | AMedical Certificate to be
.| Administrative of observation, | submitted to the agency’s

| Regions (Macau and | including those | HR unit issued by any
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! Signs and symptoms: {fever, coughing, ‘shortness of breath or éﬁfm‘!}f breathing, other early symploms to waleh for are
chills, body aches, sore throat, headache, diarrhea, nausea/vomiling. and aunny nose)
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3.4 In the event of circumtances above mentioned wherein the empioyee
has exhausted his/her sick leave credits, Section 56 of the Omnibus
~ lieu of sick leave credits. In case vacation leave credits have been
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4.0 Responsibil%tigs of the Agency head

4.1 The agency head shall ensure that the aforecited guidelines are
enfcfced N one's agency as a precautionary measure to avert the
possible threat of the COVID-19 in the public sector workpiace.’

5.0 Effectivity

- These guidelines shall take effect immediately and shall be applicable for
the duration of the Public Health Emergency of International Concern (PHEIC)
until said medical condition has been lifted by the proper health authorities.

However, government employees, officials, and other public servants
covered by these Guidelines whose period of self-quarantine after recent travel
(official/personal) was deducted against their lsave credits prior to the issuance of
these Guidelines can have the said leave credits restored through their respective
agencies’ Human Resource/Personnel Office/s/Units.

Auz‘ig je;a %OSA-BLA

Chairperson

20 FEB 2020



