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EXECUTTVE ORDER NO. 2O2O-OO2
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SETTING THE GI'IDELINES ON SPECIAL EMH.GENCY LEAVE FOR

CITY GOWRNMENT EMPLOYEES AFFECTED BY NATURAL OR
MAN-MADE CALAIVtrTIES

WIIEREAS, Civil Service Commission Memorandun Circular No. 2,
sedes 2012, provides for Special Emergency Leave to Govemment Employees
affected by Natural Calamities/Disasrers:

WHEX.EAS, questions were mised about the procedure and guidelines on
availmelt ofsaid leave in the context ofthe City Govemment ofNaga;

WHEXEAS, for clarity and to advance the presedt thrust ofbuilding a self-
reliant atrd caring city by upholding the people's constifutioml rights to life, health,
safety and plopelty and promoting the general welfare at all times, especially
during disasters and calamities, there is a rleed to set guidelines on Special
Emergency Leave for city govemmeot employees affected by mtural or man-made
calamities:

NOW TIIEREFOR.E, I, NH,SON S. LEGACION, Mayor of the City of
Naga, by virtue of ttre powers vested in me by law, do hereby order the followi[g:

SECTION l. SPECIAL EMERGENCY LEAVE. A Eve-day special
emergency leave is hercby authorized to be gratrted to .ity govemment employees,
permanent aod casual, direcdy affected by [atulal or mao-made calamities. It can
be ap?lied for five (5) straight working days or on staggered basis.

The aforesaid leave shall not be deducted ftom the employee's leave credits;

SECTION 2. GROUNDS, The said leave may be availed of only on atry
of the followiog reasods:

(i). Urgent repair atrd clean-up ofdamaged hous€i
(ii). Being stnnded by reason of tratural oI man-made calamities;
(iii). Diseas€/iflness was acquied by the employee due to the

natual or man-made disastel or
(iv). Caring ofimmediate hmily membels (i.e. cbild, spouse atrd/or

parents) who got ill by leasod of the natural or man-made
calamity.
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SECTION 2. PERIOD. The Special Emergency Leave may be availed''of "''",14;

by the affected city govemmetrt employees only within thirty days ftom the first
day ofdeclaration by the Sangguniang Panlungsod that the city is under a state of
calamity.

SECTION 3. PROCEDURE. Qualined pemanert and casual employees,
regardless ofyeac in sewice, may avail ofthe Special Emergeocy Leave by writitrg
thei respective heads of ofEce about their inteDtiod to do so, stating therein the
number of days atrd dates they intend to be oII leave as well as the grcund for
availmeot with corresponding attachments or documents supporting the same,
such as Barangay Certification and photos tbat the employee's house bas been
damaged or a duly-issued Medical Certifrcate.

The concemed head of office shall take f.rll responsibility in verirying the
existence ofany ofthe valid grounds for availtnetrt ofthe Spe.ial Emergetrcy Leave,
and io recommending to the City Human Resouce Management Office the gant
ofthe special emergetrcy leave. Offices that hatrdle delivery ofbasic services, health
services, and disaster or emergency response must ensure though that efrcacy of
their peformance will not be affected.

The letter of the city govemment employee and the recommendation of the
concemed head of ofhce shall be submitted to the City Human Resource
Managemetrt Ofrce in white long folder for veiificatiofl and approval.

SECfiON 4. NOTICE OF DECLARATION OF STATE OF
CALAMITY. It is incumbedt upon all the offices of the city govemmert,
particularly the City Human Resowce Management Office, to take notice of the
day and time that the Sangguriang Panluogsod of Naga has declared a state of
calamity in the City of Naga and to obtaid copy of the legislative measure
appurtenatrt thereto.

SECTION 5. EFFECTMrY. This Executive Order shall take effect
immediately.

Issued this 276 day of Jauuary, Two Thousand and Twerty h the City of
Naga, Philippitres.
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