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MC Noy 04 s, 1999

MEMORANDUM CIRCULAR

TO S0 ALL HEADS OF DEPARTMENTS, BUREAUS AND AGENCIES
OF THE NATIONAL AND LOCAL GOVERNMENTS INCLUDING
GOV ERNMENT.OWNED  AND/OR CONTROLLED CORPORATIONS
WITH ORIGINAL CHARACTERS

SUBJ ECT

The Civil Service Commission, pursuant to {ts mandate
as the central personnel agency of the govarament, haceby
promulgates the following guldelines and rules on absenteai sm
and tardiness: : \

A HABITUAL ABSENTEEISM

o An oaffleonr ne amployes In the civil service
shall be considered habltually absent 1f he
inturs unauthorized absences exceading the
allowable 2.5 days monthly leave credit
upder tha leave law for at least thres (%)
months in a semester or st least three (%)
cansecutive months during the yeag;

2s In case of clalm of 111 health, heads of
department of agencles are encouraged to
.verdfy the validity of such ¢laim and, if
not satlsfled with the reason glven, shoulc
disaporove the application for siek leave.
Dn the other hand, cases of employees
who absent thamselves from work before
approval of their application should be
digsanproved outrighuy and,

o Inothe gipcretion of the Head of any depar i
ment, dgency or oftice, any govermment
physician may be authorized to do a spot
chiock on employees who are suppossd to be
onalek leave. Those found violating the
ledve laws, rules or redulations shall be
dealt  with accordingly by £f11ing approw
priate cdministrative cases against them,




paqw &

B, HABITUAL TARDINESS

Any empleyee Shall pe Consiversd habltually
tardy 1f he {reurs tardiness, regardless ef the
number of winutes; ten (101 times & month fer
at least (2) menths in a semester or at least
bwo (2} censecutive manths during the ysar.

Cu  SANGTIONS

N (Y fmllmwing sanctioneg shali be fmpeised fer
vielatien af the above guluelinegt

¥) Ter the first wvisYatien, the empleyee,
after due pracesdings, shall be meted
the peasalty ef & months and 1 day te
1 oyear suspenclon withoul pav;

b) for the secend vielatiss, and after duw
proceadings, he shall we dizmissed from

Figs b’*; gvgm

Reports on puntStualicy ang atvendante of {11 emploeyees
Sheuld Be subtibvied o the Personnel QIfics »r Administrative
OFflewy af wymry gepirteenl o agendy not Tuter than twe (2)
waeks after rhe end &f svery ysmester (duns wnd Decemrber

Heads sf Department or dgencies shall sversee the strict
impleméntaiion of this Ulveular and may prosgribe thelr owa
interndl rules and regulatliasns in the use of bundy cleck,
logbook, pass slip anddor appllicatien Yer l=ave of absence,

FRTRICTA A, STO. TOMAE
; CRGLFman
January 22, 199%
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