SRS

N (5
,Rﬂmlbh’c S tlre EIrilipirriries

o AT L e
DIVIBIO " TANDUANES
HE, (’3#&‘1;&.11(:&&1 FEELENER

TO 5 All Sc]wwiﬂian Office Personnel
FROM : SOCOI;RO V. DELA ROSA, CESO VI
: ” Schools Dmsmn SupermteV né?/ .
SUBJECT : | Submlssmn of the Prescribed Leave Form (C5C Form No. 6)
DATE : Jangan§f 23, 2018

Please be reminded of the provisions stated on the Chnnibus Rules o

Leave specifically Section 51 and Section 53 thereof:

Lad

4.

Section 51. Application for Vacation Leave.- All applicatiors iu: vacation leave of
ascribed form for
ble , of

-

absence for one (1) full day or more shall be submitted on the e
action by the proper head of agency five (5) days in advance, whzasver possi
the effective date of such leave.

Section 53. Application for Sick Leave.- All applications for o absence
for one full day or more shall be made on the prescribed foin anc I be filed
iminediately upon employce’s return from such leave. Notice of absence, however,
shonld be sent to the immediate supervisor and/or to the agency liad. Application for
sick leave in excess of five (5) successive days shall be accoiipanied by @ proper
lical certificate. 2 S

-eminder is being issued for reason that most of the SDO personnel go on leave
of ubsence without accomplishing or submitting the prescribed leave furm, in
violation of the above mentioned provisions on leav:: law.

For your information and sirict compliance.




