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SCHOOLS DIVISION OF CALBAYOG CITY

July 14,  2025
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REVISED APPLICATION FOR LEAVE (CS FORM NO. 6, REVISED 2020)

TO: Assistant Schools Division Superintendent
Chief Education Supervisors (SGOD & CID)
Education Program Supervisors
Public Schools District Supervisors
Public Elementary & Secondary School Heads
Teaching and Non-Teaching Personnel
All Others Concerned

1.   Per Civil  Service  Commission  Memorandum  Circular No.  5,  s.  2021,  attached  is
the   revised  Application   for  Leave   prescribed   to   be   used   by   all   government
employees.

2.   Immediate  dissemination  of  and  strict  compliance  with  this  Memorandum  are
desired.
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Chill Seriha Fom " 6
Rewhan

1.    OFFICEOEPAJITMENT

3.    DATE  OFFILINQ

6.A  TYPE  OF LEAVE TO BE AVAUJ=D OF

Repubuc oT the Phnlppines
(Apeney Namo|

(Aeeney Addrces}

APPLICATION FOR LEAVE

2.   NAME..                 (Last)

4.    pO§rTioN

6.  DETAiLs OF AppLicATroN

acatltinLeaveGo&5i.RIteWi,ondhisRuifememo"ngE.a.No.Zap

Mandatory/ForcBdLeave(Sca25,RulaXVI.cmtou5RuleBtrtyerrctnoE.a.No.292)

Slc}(  Leave   (sac  43, Rufo XVI, cinTibe Rues tryiemrty E.o  NI. z9z)

Matt.mftyLeavenANa.ti2io/nResiedtrycsc.D0LEBnd§8S)

PatemfyLea`/c(RAND.Bt87/C9CWCNo.71.3.1aal,a8arnBnded)

SpecielPrivilegeLeave(6e&2i,RExvi.chnhosRrfe5hoFlrm-ngE.a.No.2a2)

Solo  Parent Lea`te (RA No, 8972 / eec Mc No. o, a. 2do4)

Study Leave  (See. 68, Rde Xvl, onioij6 RUES hqBm8nung i.a. No. 282)

10-Day VAWC Leave flA No. 9an / csc Mc No. iL a. 2oo5)

Rehabltltation  PrlvilogEi (Sea 5E, Rut. XVL CmLbe RUPe bbemorfng i o. No  292|

Spec.ral  Leave  Beneflt8  for Women  (RA No, 97io / CSC rue Na 25, a. 2Dio)

Speclal  Emergency (Cal8mify) Leave (Cse Mc NI. 2, a 2al2, a8 aneded|

Adoptlon  Leave(RA. No, 8552)

ANNEX  A

StopolDatodRordpt

quidd'e)

5.  SAIRY

6.a   DETAILS OF LEAVE

In case of Vaca{lonrspealal Prhrilege Leave-

Within  the  Philippines

d (Spcafy)

In case Of Sic;k Lcav8`.

ln Hasp.fal (Specfty lllnes)

oilt patlent (spectry lllno88)

ln case Of Spealal Leave Bciriefils for \Nomeiri:

(Specfty nlnes8)

In can cir Study LeevB:

Completjon of Master's DBgreo

BAR/Board  Exam(nation  Fzevlow

Other puxp:
Monetlzation Of Leave Credits

Temlnal Leave

6.c   NUMBER OF wOFtKiNG DAys AppLiED FOR

lNCLUSNI l]ATE§

7.A  cERTiFicATioN  oF LEAVE cREDrrs

Asof

Not RBquestBd

Requested

(Signature Of App5ent}

7.   DETAILS OF ACTION  ON APPLICATION

7.a   RECOMMENDATION

Vacation Leave Sick Leave
Tolal Eanod

LGss this aoDlicafu
Buenco

(Authonzed Officer)

7.C  APPROvED FOR:
days with pay

_           days without pay
___                 oth8r8  (Speclfy)

For aDprovel

For d(sGpproval due to

(ALrthoriz€d officer}

7.D    DISAPPROVED DUE TO:



lNSTRUCTIONS AND REQUIREMENTS

Andication  for  any  I)oe  Of  leave  shall  be  made  on  this  FonTi  and  !g±g
accomollsheiJ  at  least  in  dui]lleati  \^wh  documentary  requirements,  as
fotows:

1.   Vacation ho'
It  sha»  be  filed  five  (5)  days  in  advance,  \Ihenever  possible,  Of  the
effective date Of such  leave.   Vacation  leave vthin in the Philip|)ines or
abroad  shall  be  indicated  in  the  form  for  p`jrpases  Of  seciiring  travel
authority     and     completing      clearance     from      money     and     \rorltrk
accountabilides

2.    Mandatoryffierced  lcave
Annual fiverday vacatlon  leave shall  be forfeited if not taken  dunng thee
year.   in  case  the sdieduted leave has been cancelled  in the erdgency
Of the service by the head Of agency, it shall ro longer be deducted from
(he  eooumulated  vacatron  leave.    Avaihent  Of  one  (1)  day  or  more
Vacation     Leave     (\/L)     shall     be     considered     for    complying     the
mandatoryfrorced leave subject to the condilians iinder Sec8on 2S, Ru ie
X\/I  of the omnibus  Rules  lmplementing  E.O.  No.  292.

3.    Slcl{ leavtl
•   lt shall be filed  inmedialely upon employsds realm from such  leave.
•   W  ffled  in  advance  or  exceeding  five  (5)  days,  application  shall  be

acmmpanied  by a  medical  oertifieate,   In  case medical  consubalion
was not availed of,  an affidavit shouk] be executed dy an applicant

+    Matemftyleave*~105days
•   Proof   Of   pregnancy   e`g.   ultrasound,   doctor's   certificate   on   the

expected date Of defty
•   Accomi]lished  Notice  of  AIIDcatien  of  Maternity  Leave  Credits  (CS

Form No   6a), if needed
•   Seconded female employees shall eniey matemrty leave with full pay

in the regiv agency.

S.    Paternrty leave -7 days

:*,g ::;;g;;;dehery  ear  birih  certkicate,  medical  oertificate  and

ti###-i#hastou(1)veckprtoavainent,
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accountabhities.
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the court,c%#i?##he_nggg

TP0  o.  PPO  tiag  been  filed  wlth  the  said  office  Shall  bo  oufflclent
to silpport the appllcallon for the torrday leave; or

a   ln  the  absence  Of the  BP0rrpoff'PO or the  certificatfon,  a  pelico
report  §pecjfying  the  details  Of the  oourrence  of violence  on the
victim    and    a    medical   certificate   TT`ay   be   consld®red,    at   the
discretJon  of the  imrnediole  soper`tsor  of  the  woman  ernplayee
concerned.

10.    Rehabllltatlan leave'-up to 6 iiiohths
-   Application shall be  made  within one (t) week from the time of the

acx]dent except when a longer period i5 warranted.
•   Letter  request  supported   by  relevant  reports  Such  as  the  pollce

report. if any.
I   Medical   certificate   on   the   nature   of  the   iquries,   (he   course   of

trealTiBnt invoived, and the need to undergo rest,  reouper8tion,  and
rBhabilhation   a§ the case may be,

•  Whtton oncurrence of a govemmeut ptryslcian shoiild be obtalned
relatve  to  the  recommeodation  for  rohabqtotion  rf  the  attending
phy§Ician  ls a  private  pTacmoner.  partioularty on  the  duration  of the
period of rehabilitation .

11.    Speclal lcav® boneflts for \mmco* -up to 2 months
•   The apphea`Ion rrlay be filed ln advance, ttia` is, at least five (5) days

prior to the scheduled date Of the gynecok]gical sungery that win  be
undergone by the employee.   In case of emergency, the application
for spedal leave  shall be filed  immedi@tdy upon employee's return
but during corrinemen( the ageney shall be no«ied  Of said surgery.

•  The appllcation shall be accompanied by a medjcal certmcate tllled
out  by  the  proper  medical  ailfromes,  e.g.  the  attending  surgeon
a[cavTipanred   by  a   cJirwcal   sui7im8ry  reflecting   the  gynecalDgical
disorder whicli  chal[  be  addfo§sed  or  was  addressed  by  the  said
silrgery;  the  histopethalogical  report;  the operalivo  technique  used
tr  the  surgery;  the  cluraton  of  the  singery  including  the   peri-
operatTve perlod  (peried Of confinement around  surgery); as well  as
the employees estimated period oT recuperation for the same.

12.    Special EmBngency (Calamlty) leayt -up to 5 days
•   The specSal emergency leave can be appjed for a maximum of five

(5) stra.ghl \rondng  days or staggered  bade whim  thirty  (30) days
from  the  actual  ocourronce  Of the  natural  calamity/disaster.   Said

privilege  shall  be  enjoyed  once  a  year,  rrot  ln  every  instance  of
calamtry or disaster.

•Theheadofoffice3halltal<BfullresponsibllityforthegramOfspeciaI

ermargeiicy leave and  venfica(`on  Of the enipleyee's c#gibility ta  be

granted thereof   Said verf cation shall inchde  validatron of place of
residence   based   on   latest   available   records   of   the   affec(ed
employee;  vefficatlon that the haca of residence is covered in the
dec]aratonofcafamityareabythepnapergoveinmenlageney,and
such other proofs as may be nec®Bsary.

13.    Monofizatlon of bay. credits
Application  for  monenzauon  of  fry  percent  (50%)   ar  more   of  the

i#;J|adredul;a:Tfds?i,#ga#:;aiffi:dp,:uns#a:k':ao§ro¥ues"0

14.    Terrringl lcave'
Proof  of empk}yee`§  resignaton  or  retnei"nt  or saparallDn  from  the
senice.

15.    Adoption Leave
•##:frp###teve¥:ceal±be#::otT%as:#thdenb°yca#:
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