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APPLICATION FOR LEAVE
(for Contract of Service workers only)
	1. OFFICE/DEPARTMENT
	2. NAME: (Last)
	(First)
	(Middle)

	
	

	
	

	3.  DATE OF FILING
	4. POSITION/DESIGNATION
	5. SALARY

	
	

	

	6. DETAILS OF APPLICATION

	6.A. TYPE OF LEAVE TO BE AVAILED OF
	6.B DETAILS OF LEAVE

	(   )  Wellness Leave (CSC Resolution No. 2501292)
	Purpose of Leave:

	(   )  Others:
	
	
	(   ) Mental Health Care

	
	
	
	(   ) Physical wellness activities

	
	
	
	(   ) General break from work

	6.C NUMBER OF WORKING DAYS APPLIED FOR
	
	
	In case of vacation:

	INCLUSIVE DATES
	
	
	(   ) Within the Philippines
	
	

	
	
	
	(   ) Abroad (Specify)
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Signature of Applicant
	

	7. DETAILS OF ACTION ON APPLICATION

	7.A  CERTIFICATE OF LEAVE CREDITS
as of __________________________
	7. B RECOMMENDATION
                 (   ) approval             (   ) disapproval due to

	
	
	Wellness Leave
	Others

	Total Earned
	
	

	Less this application
	
	

	Balance
	
	



	
	

	

	




	
	
	
	
	
	

	
	
	
	
	
	

	
	Unit/College AO
	
	
	Immediate Supervisor/Chair
	

	7.C APPROVED FOR:

	7.D DISAPPROVED DUE TO:

	

	

	




	
	
	days with pay
	

	
	
	days without pay
	

	
	
	others
	

	
	

	

	
	
	

	(Head of Unit/College)
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	INSTRUCTION AND REQUIREMENTS



1. Wellness Leave

The grant of Wellness Leave to COS worked is allowed, provided that the benefit is expressly authorized in the individual contract or through a supplemental agreement.

In availing the Wellness Leave, the following guidelines shall be observed:

a. Wellness Leave may be taken either consecutively for a maximum of three (3) days at a time, or on separate non-consecutive days. 

b. The Wellness Leave may be availed of, for purposes including, but not limited to, mental health care, physical wellness activities, or general break from work. 

c. The application for Wellness Leave shall be recommended by the immediate supervisor and submitted to the head of office for approval, and shall be uploaded to Google Drive shared by Human Resource Development Office to Unit/College Administrative Officer. This shall also be reflected in the Certificate of Service rendered or Daily Time Record, as well as in the Work Accomplishment Report.

Filling and processing of Wellness Leave applications shall follow the same procedures adopted by the University for vacation leave, sick leave, and other leaves.

d. To promote a safe space in officials’ and employees’ availment of the Wellness Leave due to mental health reasons, any information related to the applicant’s mental health condition shall be bound by the rules of confidentiality and in compliance with the Data Privacy Act of 2012.

e. The application for WLP shall be filed at least five (5) days before its availment, except in emergency cases wherein it must be filed immediately upon the officials’ or employees’ return from such leave. 

f. The Wellness Leave shall be non-cumulative, non-commutable to its monetary equivalent, and forfeited if not availed within the calendar year.




	
	INSTRUCTION AND REQUIREMENTS



1. Wellness Leave

The grant of Wellness Leave to COS worked is allowed, provided that the benefit is expressly authorized in the individual contract or through a supplemental agreement.

In availing the Wellness Leave, the following guidelines shall be observed:

a. Wellness Leave may be taken either consecutively for a maximum of three (3) days at a time, or on separate non-consecutive days. 

b. The Wellness Leave may be availed of, for purposes including, but not limited to, mental health care, physical wellness activities, or general break from work. 

c. The application for Wellness Leave shall be recommended by the immediate supervisor and submitted to the head of office for approval, and shall be uploaded to Google Drive shared by Human Resource Development Office to Unit/College Administrative Officer. This shall also be reflected in the Certificate of Service rendered or Daily Time Record, as well as in the Work Accomplishment Report.

Filling and processing of Wellness Leave applications shall follow the same procedures adopted by the University for vacation leave, sick leave, and other leaves.

d. To promote a safe space in officials’ and employees’ availment of the Wellness Leave due to mental health reasons, any information related to the applicant’s mental health condition shall be bound by the rules of confidentiality and in compliance with the Data Privacy Act of 2012.

e. The application for WLP shall be filed at least five (5) days before its availment, except in emergency cases wherein it must be filed immediately upon the officials’ or employees’ return from such leave. 

f. The Wellness Leave shall be non-cumulative, non-commutable to its monetary equivalent, and forfeited if not availed within the calendar year.







image1.jpeg




