
 

 

  



 
Chapter I 

The Human Resource in the Academic Community  
 
 
 The most important asset of any academic institution is its human resources. While facilities 
and equipment enhance the learning process, without competent and diligent personnel, no 
establishment can claim to be an institution of learning. Moreover, education is not confined to the 
content of syllabi, nor by the four walls of the classroom. It extends to the manner by which 
personnel conduct themselves on and off campus, which should exemplify what students should 
become in order to be a productive part of Filipino society. 
 

As such, it is imperative that Northwestern University communicates what it expects of its 
personnel. This Administrative Manual seeks to clearly define the responsibilities of all its 
personnel. Likewise, it establishes the rights and benefits that each employee can expect from it in 
the hopes of providing a stable environment for the academic community and a feeling of 
belongingness and security. In doing this, the University hopes to foster a harmonious and 
productive working environment redounding to the benefit of the entire community. 

 
 Inasmuch as all employees of Northwestern University have joined themselves to the goals 
and aspirations of this noble institution, it is expected that they should abide by its duly 
promulgated rules, regulations and policies. It is only through the concerted efforts of all members 
of the University that its vision, mission and goals can ever be achieved. 
  



 
Chapter II 

Recruitment, Selection and Hiring 
 
 The University President has the prerogative to hire and appoint employees, subject to the 
confirmation of the Board of Directors. In all job openings, the following policies should be 
observed in hiring: 

 NWU shall employ the best qualified applicant for the position considering the 
qualifications provided under the Job Qualifications Manual; 

 The administration may refuse to hire an applicant based on factors that could affect the 
operation or reputation of the university; 

 The Institutional Planning and Organizational Development Department (IPODD) shall 
ensure the implementation of the hiring policies and facilitate the same for the approval of 
the University President. 

 
A. Job Vacancy 

 
 The director or head of office shall determine the job vacancy to be filled. A request stating 
the need and the minimum qualifications using the IPODD department needs form shall be 
submitted to the Vice President for Administration, as the case may be, for approval.  
 
 New positions may only be created through the action of the Board of Directors. The 
University President may recommend the creation, as well as abolition, of positions considering the 
necessity of such position and the budget required for the same. The job description of the position 
sought to be created must be included in the proposal in order to allow the Board of Directors to 
properly consider the creation of such position. The Vice-President concerned and the IPODD shall 
draft the job description for submission to the University President. 
 
 Note: Request for hiring may be denied or disapproved at any administrative level. 
 

1. Approved Request 
 

 The approved request for hiring, together with the specific duties and responsibilities (for 
new position) will be sent to the Institutional Planning and Organizational Development 
Department for processing. 

 
2. Notice of Job Opening and Job Offers 

 
The Recruitment and Selection Officer (RSO) shall cause announcements for vacant 

positions to be posted and identify possible recruits for the same. The RSO shall coordinate 
with the Head of PESO and the web developer at the Communication and Media Relations 
Center in posting of job vacancies in the university website. 

 
If there are persons identified as possible recruits for the vacant positions, the RSO shall 

determine their fitness to fill the vacancies based on the Job Qualifications Manual. The RSO 
shall forward the names of the qualified possible recruits to the IPODD Director for 
recommendation to the University President, through the VPA. Upon approval of the 
University President, Job Offers shall be issued to the possible recruits. 

 
No Job Offer shall be issued, except at the express approval of the University President and 

the qualification of the person sought to be recruited for the position to be filled. 



 
 

3. Application Procedure 
 

3.1. The Recruitment and Selection Assistant (RSA) shall accept the application letter of the 
applicant and require the latter to submit the following documents:    

 
a. Resume/Biodata 
b. 2x2 ID Picture ( 2 copies) 
c. Official Transcript of Records ( original & photocopy) 
d. Diploma ( original and photocopy) 
e. PRC Certificate ( original and photocopy) 
f. PRC Board rating ( original and photocopy) 
g. Civil Service eligibility ( Prof/Sub Prof), if any 
h. Certificate of employment, if any ( previous employment) 
i. Police clearance 
j. Other pertinent documents needed for hiring 

 
3.2. The RSA shall also issue the NWU application form for the applicant to accomplish. 

The duly accomplished application form shall be attached in front of the latter’s 
application letter and resume. The RSA shall verify the authenticity of documents 
submitted. 

 
4. Evaluation of Applicants 

 
 A series of examinations shall be administered to applicants to test their accuracy, capability, 
consistency and proficiency. This covers the following areas: initial interview, teaching 
demonstration, computer proficiency test, and psychological test. The RSA shall schedule 
applicants for initial interview, teaching/actual demonstration for academic positions, computer 
proficiency test, psychological test, and final interview upon the endorsement of the Recruitment 
and Selection Officer. 
 

4.1. Initial interview  
The IPODD Director and RSO shall conduct the interview to determine whether the applicant 
possesses the required competencies for the vacant position. The head of the unit with the 
vacant position shall also interview and evaluate the applicant. 

 
4.2. Computer Proficiency Test 
After the initial interview, the applicant shall proceed at the IPODD to test the computer skills 
of the applicant 

 
4.3. Psychological Test 
For academic positions, the exam shall consist of intelligence test, personality test, teaching 
aptitude test, and SRA verbal test. For non-academic positions, the exam shall consist of 
intelligence test, office skills test, personality test, and SRA verbal test. 
 
4.4. Evaluation of Results and Selection of Applicants 
The RSO shall evaluate the results of examinations by accomplishing the screening result for 
teaching or non-teaching positions. The RSO shall then rank all the applicants from highest to 
lowest based on the total scores of each and submit the same to the IPODD Director for 
examination. The passing screening result should be at least 33.66 points.  



 
 
The result shall be given to the concerned director or head of office to choose the preferred 
applicant by affixing his signature and date at the right side of the general average of the 
applicant. Thereafter, the screening result shall be forwarded to the VPA, for review and 
recommendation to the University President. Once the University President approves the 
applicant for hiring, the result shall be returned to the IPODD for processing. 
 
4.5. Notice of Approval, Medical Examination and Execution of the Employment Contract 

 The RSA shall informed the successful applicant of the approval of the application and 
schedule the day for medical examination, which shall be conducted by the Medical Office. 

 
 Once the medical examination is conducted, the University Physician shall certify the fitness 

of the successful applicant to be employed. If the successful applicant is found to be unfit for 
employment, the University Physician shall cite the reasons for the same and shall forward 
such findings immediately to the IPODD Director. The IPODD Director shall confer with the 
VPA, regarding the situation. The VPA shall recommend to the University President whether 
the successful applicant is to be hired or not. In case the University President disapproves of 
the hiring, the applicants may again be considered for hiring. 

 
 If the University Physician certifies the fitness of the successful applicant for employment, the 

RSA shall issue four (4) copies of employment contract to the successful applicant. The RSA 
shall allow the latter to carefully read the terms and conditions of the contract prior to signing 
the same. Upon the due execution of the contract, the successful applicant shall be considered 
an employee of the University in accordance with its terms and conditions. The employment 
contract shall be acknowledged before a Notary Public at the expense of the employee. 

 
 If the applicant or the University President refuses to sign the employment contract, the 

applicant, though approved for hiring, shall be considered not hired and the position shall still 
considered vacant. As such, the vacant position may be filled using the same procedure 
herein. 
 
4.6. Orientation and Briefing 

 On the first day of work, the new employee shall report to the IPODD first. The RSO shall 
issue a copy of the job description to the new employee and discuss the same. The 
Compensation and Benefits Administration Officer (CBAO) shall also orient the new 
employee of the legal and institutional benefits applicable to the latter. 

 
 The RSA shall give the new employee his school identification number and assist the latter at 

the Communication and Media Relations Office (CMRO) for the ID processing. 
 
4.7. Exceptional cases 
Apart from the possible recruits identified by the RSO, other possible recruits may be 
identified and recommended by school officials from director level up in which case, the 
recommendation shall be communicated to the VP concerned and the President for 
consideration. Furthermore, applicants and recruits for a position as office head or higher shall 
not be required for teaching demonstration, psychological examination and computer 
proficiency testing unless otherwise required by the VP concerned. 

 
 
 



 
 

5. Employee Orientation Program and Job Induction 
 

Orientation program and job induction acquaint every new employee with the University 
profile, its vision-mission, institutional philosophy, core values, and to apprise employees of the 
salaries, benefits, and rights, and their corresponding obligations as members of the University.
  

 
6. Special Considerations 

 
6.1  Employment Age 
 
  Age shall not be considered as a qualification or condition for hiring unless 
specifically provided for under the Job Qualifications Manual. An applicant who has reached 
the age of sixty five may be hired on a contractual basis only. However, the hiring shall 
depend on his qualification and experience relative to the vacant job. 
  
 
6.2  Employment of Relatives 

 
  In order to prevent conflicts of interest and other complications in the work place, the 
hiring of relatives of current employees is discouraged. For this purpose, one is considered a 
relative when the proximity of relationship is within the fourth civil degree of consanguinity 
or affinity.  
 
  Nevertheless, such an applicant may be hired provided the following conditions are 
met: 

 The applicant is the best person qualified for the position applied for and, in case of a 
tie, the non-relative applicant shall be hired; 

 The hiring process shall be strictly followed; 

 The applicant shall not be accompanied by any other employee during the application 
process and the current employee who is related to the applicant shall in no way 
influence, inquire, follow-up or communicate, directly or indirectly, with personnel 
involved in the hiring and evaluation process 

 
Employment of relatives within the same office or department is disallowed unless 

specifically allowed by the President. 
 
6.3  Retirees 
 
  Upon reaching the age of sixty-five (65), an employee shall be compulsorily retired 
whether he/she has rendered five (5) years of service in the University. However, such 
employee may be re-hired on a contractual basis only. 

 
6.4  Student Assistants 

 
Requirements: 

 Must be a bona fide student of Northwestern University – A Certification from the 
Registrar’s Office that the student is officially enrolled. 



 
 Proof of need of financial assistance – Income Tax Return (ITR) or Certification from the 

Barangay Captain that the annual income of parents is not more than P 60,000.00 

 Must be in good health condition – Certification from the university clinic that the 
applicant is physically fit for the job. 

 Must have good academic standing – A Rating Report of the proceeding semester duly 
signed by the registrar must be submitted.  A Student Assistance must not incur failure 
or dropped grades.  In case the Student had “INC”, such mark should be removed first 
prior to acceptance of application.  FOR freshman applicants, a photocopy of the F 138 is 
needed and an applicant must have a minimum GWA of 85. 

 Willingness to take academic schedule that permits him/her to work for three (3) 
continuous working hours per day. 

 Must enroll a maximum of 18 units per semester. 

 Shiftees – Students are allowed to shift only once and can still re-apply for the program.  

 Must be pursuing an undergraduate course for the first time.  Students who are on the 
second course or are already degree holders are disqualified in this program. 

 The assistance program is limited to one (1) member of a family. 
 

6.4.1 Benefits of the Student Assistance Program 
6.4.1.1. 100% tuition fee discount for 18 units; and 
6.4.1.2. P1,500.00 travel allowance to be released per semester. 
6.4.1.3. The student can avail the student assistance program until he or she 
finishes the course, provided all requirements for are continuously met. 

 
6.4.2 Duties and Responsibilities 

6.4.2.1 The student assistant is required to complete two hundred (200) hours as working 
time per semester.  The 200 hrs. must be rendered within the semester and cannot be 
extended on the next semester.  Further, the student assistant must render a minimum of 
40 hrs/month.  Reporting hours must be limited to 8:00 – 5:00 during weekdays.  Note: 
Student Assistants should not be scheduled to report on Saturdays except on exceptional 
circumstances in such a case, the head of the office shall submit to the DSA a letter request 
detailing what is to be for approval. 
6.4.2.2 He or she shall keep a personal daily time record (NWU OSA – 020) which is 
available at the OSA.  The head of office shall affix his / her signature in every entry in the 
personal daily time record. 
6.4.2.3 Student Assistants are not considered as employees of the University and are 
therefore not entitled to benefits extended to University personnel. 

 
7. Appointments 
 

7.1 An employee who is accepted into the service should be guided by the philosophy, goals, 
and objectives of the institution. He should accept and adhere to school policies. He should 
be imbued with zeal to serve the interest of the students and Northwestern University. 

 
7.2 A newly hired employee shall receive an appointment from the President, subject to 

confirmation by the Board of Directors. An employee who has served for five (5) months 
may be appointed to and given a regular/permanent status. 

 
7.3 All promotions, appointments, change from one unit/level to another are issued by the 

President, subject to confirmation by the Board of Directors. 
 



 
B. Employment Status 
1. According to Status 

1.1 Permanent/regular employee. An employee becomes permanent/regular either by 
appointment or by operation of law once its requirements are fulfilled. A 
permanent/regular employee enjoys security of tenure and his/her employment may only 
be terminated by just and authorized causes allowed by law. 

  
 An employee may only become permanent upon fulfillment of the following: 

a. Satisfactory performance during the probationary period; 
a. Attainment of a relevant graduate degree for the College or passing a required 

licensure examination; 
b. Completion of the probationary period; and  
c. Exhibition of the integrity, professionalism and commitment necessary to become a 

Northwestern University employee. 
 
1.2 Probationary Employee. A probationary employee is one who is given a definite period of 

time to show that he/she is qualified to become a permanent/regular employee of the 
university. The employment of a probationary employee may be terminated upon the lapse 
of the period provided in the contract. 

 
The probationary period shall not exceed six (6) months from the date the services of the 
employee is engaged unless extended in order to provide the employee the opportunity to 
fulfill the standards not met during the first probationary period. 
 

1.3 Contractual Employee. A contractual employee is one who is engaged for a specific period 
of time or project. Employment as a contractual employee does not ripen into 
permanent/regular status unless such employee is given such status. 

 
2.  According to Service 

 
2.1  Full-time employee. A full-time employee is one whose total working days is devoted to the 

University and who has no other remunerative employment requiring regular hours of 
work which will conflict with his/her working hours of the school.  

 
 An employee is considered fulltime if he/she is required to report for work for at least forty 

(40) hours a week. 
 
2.2 Part-time Employee. A part-time employee is one whose work hours are less than those of 

full-time employees.  
 
 Part-time employees are given contractual status unless specifically appointed as a 

permanent/regular employee by the President. 
 
4. Other Classifications 
 

4.1  Casual employee. A casual employee is one who is engaged to perform activities not 
usually necessary or desirable in the usual business operation of the university. 

 



 
4.2  Contractual Employee. A contractual employee is one whose employment terminates 

upon the expiration of the contract or completion of the project/work for which he/she 
is employed. 

 
4.3  Learner. A learner is a one who is hired as a trainee in a semi-skilled and other industrial 

occupation which are non-apprenticeable and which may be learned through practical 
training on the job in a relatively short period of time which shall not exceed three (3) 
months. 

 
4.4  Substitute Employee is temporarily hired by the institution for the purpose of 

substituting for a regular employee who may be absent from his post for such valid 
reasons as extended sick leaves, maternity leaves, and the like. The employee’s services 
may be terminated at any time of his employment. He must vacate the position upon 
the return to work of the regular employee  concerned. 

 
C. Personnel Files and Records 
 

The Institutional Planning and Organizational Development Department complies with 
policies with regard to the management, retention and disposal of its 201 files or human resource 
records in order to have a compilation on management decision provide historical references of an 
employee. It is a property of the University and treated with utmost confidentiality. The 201 files 
are in the custody of the Recruitment and Selection Officer and the latter is in charge of its integrity 
and safety. 

 
1. CREATION OF 201 FILES 
 

Once the hiring of an employee is approved by the President and is endorsed to the IPODD, 
the Recruitment and Selection Assistant shall create a 201 file for the employee hired and shall 
insert all preliminary documents relative to the hiring of the new employee. The file shall be labeled 
with the name of the new employee. A new entry shall likewise be made to the NWU Employee 
Database by the Recruitment and Selection Assistant.  
 
2. CONTENTS OF 201 FILES 
 

The following are the basic contents of all 201 files of each employee: 
2.1. Application Documents 

a. Accomplished NWU Application Form 
b. Application Letter 
c. Curriculum Vitae  
d. Diploma 
e. Certificate of Employment, if any 
f. Certificate of Trainings and Seminars previously attended 
g. Birth Certificate 
h. Marriage Certificate (if applicable) 
i. Others 

2.2. Results of Examination  
a. Psychological Exam 
b. English Proficiency Exam 
c. Computer Test  
d. Medical Results 



 
2.3. Employment Documents 

a. Employment Contracts 
b. Appointments 
c. Payroll Authority 
d. Seminar/training certificates 

 
Apart from the foregoing documents, personnel may receive or be a party to particular 

documents that must likewise be filed in his/her 201 file. The following are samples of such 
documents that should be included in the 201 file: 

 Certificates of Participation 

 Commendatory or Congratulatory Letters 

 Memoranda specifically addressed to the personnel 

 Administrative investigations and actions 

 Memoranda of administrative sanctions 

 Memorandum of Agreement in which the personnel is a party 
 

As much as possible, documents included in the 201 file must be the original documents 
with the exception of certificates, diplomas, memoranda to the personnel and commendatory 
letters. 
 
3. REQUEST OF DOCUMENTS 

 
3.1. Request of Documents by an Employee 

 
The 201 file of each personnel is considered property of the University. Considering 
the importance of the documents in the 201 file, employees are not allowed to handle 
the 201 files except for those specified herein. 
 
However, in special cases such as preparations for accreditation visits and ISO 
external audits and ranking evaluations, access to the 201 files may be allowed upon 
the recommendation of the IPODD Director and approval of the VP for 
Administration. The names of the persons handling the files shall be specified in the 
request. A logbook shall be kept to keep track of those borrowing and returning the 
201 files. 
 
All documents shall be returned within three (3) days from the day the document 
was officially borrowed. The Recruitment and Selection Officer shall ensure 
compliance of this time limit and shall verify that the documents in the 201 file are 
complete upon its return. 
 

4. Request of Documents by University Officials 
 
The President and Vice-Presidents may request 201 files to be brought to their 
respective offices in relation to the discharge of their functions. They may request the 
201 file of any personnel in the University, regardless of the office to which the 
personnel belongs. However, they shall ensure the security of the 201 files while in 
their possession. 
 
Deans, directors and heads of offices may inspect the 201 files of personnel belonging 
to their office only. They may inspect such files only within the premises of the 



 
IPODD Office. 

 
In all cases, University officials borrowing or inspecting the 201 files shall sign a 
logbook upon borrowing/inspection and return. 

 
 

5. Request of 201 files within the IPODD Office 
 

The IPODD Director, Recruitment and Selection Officer, Compensation and Benefits 
Administration Officer, the Training and Development Officer and their respective 
assistants shall have day to day access to the 201 files of University employees in 
relation to the discharge of their duties and responsibilities. However, whenever a 
201 file is taken from storage, the IPODD personnel taking such file shall sign the 
logbook indicating the retrieval and return of the 201 file. All other IPODD personnel 
shall not have the same access to the 201 files except upon express permission by the 
IPODD Director. 
 

UPDATING OF 201 Files 

1. All University employees are required to update their 201 files whenever necessary. University 
employees shall inform the IPODD of the following changes/developments: 

a. Resignation letter/End of Contract/Termination of Employment 
b. New seminar/training attended 
c. Memorandum/letter of commendation 
d. Update in Civil Status, Number of Dependents and the like 
e. Update in educational qualifications 
f. Professional licenses and qualifications 
g. Other pertinent information/circumstances 

 
2. The Recruitment and Selection Assistant accepts documents and files the same for the update of 

201 files and NWU Employee Database. 
 
 
201 ARCHIVES MANAGEMENT 

1. Active Employees 
201 files are kept in the Storage Area located at the Institutional Planning and 
Organizational Development Department. Folders of each employee are labeled with 
their name and grouped per department in alphabetical order.  
 

2. 201 File Archives 
Once an employee is effectively separated from the University, the Recruitment and 
Selection Assistant files the 201 file of the employee in the Archives Area and 
removes the same from the Active Employee File of the Employee’s Database. 
 
All 201 file archives are kept in the storage area for future reference. 

 
  



 
 

Chapter III 
Employee Life and Conduct 

 
A. Duties 

 
  The Job Descriptions Manual describes in detail the duties and responsibilities employees of 
the university. However, every employee shall have the right to be free from compulsory 
assignments not related to his duties as defined in his appointment or employment contracts, unless 
compensated therefore, in consonance with existing policies. 
 

B. Working Days and Hours 
 

1. Regular Work Hours 
 The following shall be considered as compensated working hours:   

 Time during which an employee is required to be on duty or to be at the employer’s 
premises or to be at the prescribed work place; and 

 Time during which an employee is officially permitted to work. 
 

In general, employees are required to check in for work at 8 AM and check out at 5 PM. 
These hours are considered primetime work hours for all employees.  

 
Non-teaching personnel, shall report from 8 AM to 5 PM from Monday to Friday, unless 

otherwise provided in their respective job descriptions or as approved by the VP overseeing the 
unit to which they belong. 

 
Fulltime employees are expected to render work forty (40) hours a week divided into eight 

(8) hours per work day on a regular basis. 
 
2. Official University Events 

 
In addition to regular work hours, every employee is required to be present in all official 

school functions such as but not limited to Foundation Day Celebrations and Commencement 
Exercises. There shall be a deduction equivalent to a day’s salary for the non-attendance to official 
school functions. Moreover, attendance is required during college and department activities 
approved and by concerned dean and department head, respectively. 

 
3. Academic Loads for Non-Teaching Personnel 

 
When non-academic personnel, are given academic load, the class hours should be 

scheduled outside of primetime. However, if such a schedule is not possible, officers and heads of 
offices are allowed to have at most six (6) units of academic load within primetime and three (3) 
units of academic load outside of primetime, for a maximum of nine (9) units. In all cases, the non-
teaching personnel should seek the permission of the VP supervising his unit, with the 
recommendation of the immediate superior, at least five (5) working days prior to the start of the 
semester or term in which such academic load shall be taught. Permission to take such academic 
load shall be at the sole discretion of the VP concerned. 

 
Work hours lost because of the academic load shall still be worked by the non-teaching 

personnel whether on the same day or on a separate day. The schedule for such offsetting shall be 



 
included in the letter request of the personnel concerned and subject to the approval of the VP. 
However, if the main work of the personnel is not compromised by the loss of the work hours, he 
may request to the VP concerned that the hours lost due to the academic load be deducted from his 
basic salary such that the compensation for the academic load shall take its place. 

 
Once permission is given, the non-teaching personnel shall immediately coordinate with the 

IPODD to ensure proper recording of reporting hours and compensation. 
 
4. Meals and Rest Periods 
All employees are given one (1) hour lunch break. However, in case of actual or impending 

emergencies or urgent need for the work to be performed the lunch break may be reduced to 
twenty (20) minutes with the entire hour (including the break) being compensated. 
 Employees also enjoy rest periods of fifteen (15) minutes in the morning and fifteen (15) 
minutes in the afternoon. 

 
5. Forced Leave  

 The operation of educational institutions are seasonal in the sense that academic programs 
usually required courses for a period of two (2) semesters or three (3) trimesters. While there are 
course offerings for the summer months, April and May, these are usually for irregular students to 
earn back credits to regularize their academic load in the following semester. As such, all 
supervisory and rank and file personnel shall take a mandatory one-month leave from work. 
During such leave, vacation leave credits may be availed of to coincide with the mandatory leave. 
  
 Non-academic employees should take one (1) month forced leave as approved by their office 
head. However, if it is necessary that certain personnel be required to continue working, a request 
to such effect shall be made by the head of office subject to the recommendation of the VP 
concerned and the approval of the President. 
 
  
 The President, VPs and heads of offices are excluded from the mandatory leave, however 
they may avail of leave credits as are appropriate. 
 

C. Eating in Work Areas   
 

 In order to maintain cleanliness in our campus and to further promote an environment 
conducive for learning, EATING IS NOT ALLOWED IN THE FOLLOWING AREAS: 

1. Classrooms, Audio-Visual Rooms 
2. Libraries 
3. Laboratories 
4. Offices  
5. Other areas as indicated by posted signs 

For birthdays of employees, special work hours and other such considerations, 
eating may be allowed, provided that permission is granted by the VP for Administration to 
ensure the deployment of maintenance personnel and the cleanliness of the area. 
 

D. No Smoking Policy and Alcoholic Beverages 
 
In line with the Clean Air Act (R.A. No. 8749), the entire university campus is considered a 

smoke free zone, thus smoking cigarettes, cigars or other such substances is strictly prohibited. In 



 
the same way, the bringing in and imbibing alcoholic beverages is strictly prohibited on campus 
and during official university events. 

 
Visitors should be properly advised of these policies to ensure compliance. 
 

E. Outside Employment 
 
Work done by university personnel, either for another employer or as an independent 

contractor, is considered outside employment. In general, NWU employees may engage in outside 
employment activities outside NWU hours and subject to the following restrictions: a) the outside 
employment must not interfere with performance of their duties and b) the outside employment 
must not create a real or apparent conflict of interest. All outside employment activities must be 
conducted without the use of university supplies, equipment, facilities or personnel, or the use of 
privileged, official, or protected information. Work hours with the university should be devoted to 
the duties and responsibilities of the employee as described in their respective job descriptions. 

 
 

F. Visitors 
 

Northwestern University seeks to provide a professional and distraction free workplace for 
its employees. For the purposes of this Policy, visitors in the workplace are defined as non-
employees who do not have official business with the University. Visitors in the workplace may 
include children, spouses, relatives, and friends of employees. 

The following guidelines should be followed: 

 Individual department or unit heads may impose restrictions on visitors in the 
workplace which are appropriate for the successful operation of that department or 
unit. 

 Except when approved in advance by the department or unit head, all visitors in the 
workplace may be restricted from visits to the workplace. 

 The work site is not a substitute for a day care center for children. Employees are 
responsible for arranging alternative day care or using vacation leave, sick leave or 
leave without pay, as appropriate.  

 The employee shall be responsible for the acts of visitors in the workplace and shall 
supervise their children when they visit.  

 
G. Solicitations 

 
Solicitation either by the public in general or among employees is generally not allowed on 

the premises of Northwestern University during scheduled working hours. Prohibited solicitations 
during scheduled working hours include, the general public selling retail goods to employees or 
any employee trying to sell any item to another employee or any other solicitation determined to be 
inappropriate by the University. Regular vendors of the University will conduct their business 
through authorized University personnel. Employees may participate in generally acceptable 
solicitations during their scheduled break or lunchtime. 

 
Solicitations for special causes and by partners of the university may be allowed but only 

after clearance with the administration ensuring that classes and normal operations of the 
university is not compromised. 

 



 
H. Business Gifts or Gratuities  

 
In order to avoid a conflict of interest or the appearance of a conflict of interest, at no 

time should an employee solicit or accept gifts from current or potential vendors, contractors or 
their agents, local businesses, University departments, or others with whom there is a potential or 
ongoing business or professional relationship. Employees may accept ordinary business courtesies, 
such as payment for a modest meal or event, or gifts which are promotional items without 
significant value and which are distributed routinely. If the value of the gift is undetermined, it 
should be returned. 

 
I. Private Communications 

 
 The University recognizes that there may occasionally be times when personal calls or text 
messages must be made or received during business hours. Such calls must be held to a minimum, 
however, and must not interfere with the employee's work. Employees are encouraged to make 
such calls during their breaks or at lunchtime. The same guidelines should be observed for private 
communications through other media such as instant messaging and email. 
 

J. Use of University Resources 
 
University services and property, including the University's name, are to be used solely for 

the conduct of official University business by  employees and by officially recognized campus 
organizations. All employees are responsible for assuring that University assets and resources, 
including but not limited to staff and staff time, telephones, duplicating services, cash, computing 
equipment and time, other equipment, supplies, and vehicles are used solely for University 
business.  

 
The University's name or logo must not be used in any announcement, advertising matter, 

publication, correspondence or report in connection with personal or unofficial activities of faculty 
members or staff. Further, the University's name or logo must not be used in any way that could be 
construed as implying endorsement of any project, product or service not officially sponsored by 
the University.  

 
K. Use of Identification Card 

 
The ID card is the property of the university, must be carried at all times, and is non-

transferable. It may be used for such purposes as the university designates and may be revoked at 
any time. This card must be presented and/or surrendered upon demand by a university official; 
failure to do so, or lending this card to anyone, is considered misuse and may subject the holder to 
disciplinary action, under the Faculty and Employee Manual of the University. Lost and stolen 
cards must be reported promptly to the Office of the President. The cost for a replacement employee 
identification card is one-hundred fifty pesos (P 150.00). However, replacement of the ID card due 
to change in appointment shall be free of charge. 

 
No person shall possess more than one University employee identification card. All cards, 

not previously replaced, that have been turned in to the Office of the President are kept on file for 
one complete semester to enable the person to claim the lost identification card. If the person has 
already replaced his/her identification card when the original one is turned in, the found 
identification card is destroyed. This action is noted on the card report/replacement form that was 
filled out when the card was lost.  



 
L. Attendance and Punctuality 

 
NWU expects employees to be reliable and punctual in reporting for work. Absenteeism and 

tardiness place a burden on other employees and on the employer. When an employee cannot avoid 
being late to work or is unable to work as scheduled, he or she should notify the supervisor as soon 
as possible in advance of the anticipated tardiness or absence. Excessive absenteeism or tardiness 
shall be subject to disciplinary action.   

 
M.  Code of Conduct 

 
To assure orderly operations and provide the best possible work environment, NWU 

expects employees to follow rules of conduct that will protect the interests and safety of all 
employees and the University. It is not possible to list all the forms of behavior that are considered 
unacceptable in the workplace. The following are examples of infractions of rules of conduct that 
may result in disciplinary action, including suspension or termination of employment.  
 

 Theft or inappropriate removal or possession of property  

 Falsification of company records  

 Working or operating University vehicles under the influence of alcohol or illegal 
drugs  

 Defaming a co-worker/student and gossiping  

 Boisterous or disruptive activity in the workplace  

 Negligence or willful conduct leading to damage of employer-owned or customer-
owned property  

 Insubordination or other disrespectful conduct  

 Violation of safety regulations 

 Smoking in the University   

 Sexual or other harassment 

 Lewd conduct and possession of pornographic material on campus 

 Discrimination based on sex, age, ethnicity 
 

For further guidance, please see Chapter V List of Offenses and Penalties.  
 

N.  Gambling 
 

Gambling is on campus, university facilities or during official university functions is absolutely 
prohibited at all times. Gambling paraphernalia are likewise prohibited. 

 
O. Uniforms 

 
 Wearing of uniform and ID is required by the University to help establish and project its 
desired identity, as well as to maintain a more professional atmosphere. 
 
 All employees are required to wear the prescribed uniforms from Monday to Thursday 
during regular semesters and official work hours. Said uniform must conform according to the cut, 
style and usage specified by the University. Members of top management (President and VPs) are 
not required to wear uniforms but shall wear appropriate corporate attire during uniform days.  
 
 On Fridays, during semestral breaks, and throughout summer, employees are allowed to 
wear appropriate casual clothes that adhere to the following prescribed dress code:  



 
  

Smart casual 
  For men: 

a. Collared shirt 
b. Long pants/jeans without stylized holes 
c. Closed shoes 

For women: 
a. Non-provocative/revealing top; blouses preferred over shirts 
b. Long pants/jeans or knee length skirt or longer 
c. Closed or strapped shoes 

 
Rubber sandals, slippers/flip-flops not allowed. 

 
 The ID is part of the uniform. All employees are required to wear their IDs upon 
entering and while within the University premises. IDs must be worn even during days 
when the employees are exempt from wearing the prescribed uniform. 
 

1. Eligibility for Uniforms (Male/Female) 
a. Permanent employee can avail of the 100% assistance. 
b. Probationary employee can avail through salary deduction. 

 
2. Guidelines 

Exemptions 
a. Mourning- letter of notice is required to be submitted at the IPODD 
b. Maternity- letter of notice is required to be submitted at the IPODD 
c. Repair- letter of notice is required to be submitted at the IPODD. The concerned 

employee is given a maximum of one (1) week to restore the same. 
d. Worn-out/Damaged- letter of notice is required to be submitted at the IPODD 

i. If the uniform is new, the concerned employee is required to replace the same.
  

ii. If the uniform is old or has lasted a period of three (3) consecutive semesters, 
there is no need to replace the same. 

e. Employees are obligated to make pertinent follow-up on their letter of notice. 
f. Newly-hired employees are excused from wearing of the scheduled uniform for the 

first six (6) months of service. However, they are compelled to observe the dress code 
policy of the University. 
 

P. Dress Code 
 
 Employees of the University preserves image of professionalism and serves as role models 
to all stakeholders within and outside the University. Taking part on every endeavor of the 
University, all employees are expected to dress appropriately relative to their specific job duties and 
responsibilities. 
   
 Administrators and administrative support employees are expected to project a professional 
image and should dress appropriately for an office/business environment.  
 
 Appropriate dress is also expected of cafeteria, maintenance, and transportation personnel 
and may include the wearing of uniforms or other apparel approved by their supervisor.  
  



 
 An employee’s dress may not be so unusual, inappropriate or lacking in cleanliness that it 
disrupts classroom or learning activities. Examples of attire considered inappropriate for school 
employees include but are not limited to:  
 

1. Jewelry affixed to an employee’s nose, tongue, cheek, lip or eyebrow  
2. Clothing or lack of clothing that is provocative, revealing, indecent, vulgar, or obscene  
3. Low necklines, bare midriffs and excessively tight clothing  
4. Clothing which promotes alcoholic beverages, tobacco, or the use of controlled 

substances by words or symbols  
5. Clothing which contains profanity, nudity, depicts violence, or is sexual in nature by 

words or symbols  
6. Sandals with flip flop style strap or bedroom shoes/slippers  
7. Tank tops or spaghetti strap tops  
8. Undergarments worn as an outer garment or any see-through clothing that reveals an 

undergarment  
9. Hats, visors, sunglasses, sweatbands, and bandannas (may be worn outside but must be 

removed when inside the workplace)  
10. T-shirts or athletic wear  
11. Denim jeans  
12. Shorts  
13. Any item of clothing or jewelry that creates a disruption of the school 

environment/learning activities, or that poses a threat to the safety and well-being of 
students or staff  

14. Supervisors and school level administrators are authorized to interpret and enforce this 
policy.  

15. Reasonable accommodations shall be made as approved in writing by the appropriate 
supervisor for those employees who, because of a sincerely held religious belief, cultural 
heritage, or medical reason, request a waiver of a particular part of this policy for dress 
or appearance. 
 

Q. Training and Development 
 
 People are the heart of every organization. It is not enough that the organization recruits the 
best and the brightest. It is vital that the organization should at all times provide employee 
development and training opportunities to upgrade, enhance, and improve their knowledge, skills 
and attitude.   
 
 The Training and Development Officer and the director of IPODD and department heads 
shall: 

 Determine the necessary competence for the non-teaching personnel performing 
work affecting conformity to product requirements. 

 Where applicable, provide training or take other actions to achieve the necessary 
competence. 

 Evaluate the effectiveness of the actions taken. 

 Ensure that its personnel are aware of the relevance and importance of their activities 
and how could they contribute in the achievement of the quality objectives, and 
maintain appropriate records of education, training, skills and experience. 
 
 

 



 
1. Needs Assessment  
 

 Needs assessment of personnel are determined by the training and development Officer 
and IPODD Director through the following means:  

1.1. Individual Career Growth Path Plan 
1.2. Survey on Training Needs 

 
2. Career Advancement  

 
 Career assistance is another program of the university that encourages all employees to 
advance career growth to achieve professional excellence. 

2.1. Applicants, through the human resources personnel, are made aware of the 
ranking and evaluation for prospective faculty and the growth path for aspirants in 
the non-academic positions as early as the interview process. 

2.2. Hired applicants are then motivated to take up masteral and doctoral programs of 
the university, as is appropriate, to provide wider opportunities for growth and 
promotion. 

2.3. All personnel during their stay in the university are given ample opportunities to 
attend various training and seminars to update themselves with knowledge and 
know-how relative to their positions. 

2.4. Employees who display exemplary commitment and performance are offered 
scholarships outside the university to pursue masteral or doctoral studies. 

2.5. The employee development program for non-academic personnel are formulated 
to strengthen the working force of the university on a long-term point of view. 

 
3. Training Agreements and Amendments 

 
Trainings and Seminars for personnel are generally given by the University for free. 

However, when such training or seminar entails a substantial cost on the part of the University, the 
administration may require that the personnel sent on training undertake not to terminate his 
employment with the University for a given period of time, which shall not be less than one (1) year 
from the time the personnel reports for work after the training. These contracts shall be covered by 
memoranda of agreement. 

 
Such training shall be subject to the recommendation of the VP supervising the unit of the 

personnel sent for training and the approval of the President. 
 

R. Appraisal of Probationary Employees 
 

The renewal of contracts and permanency of probationary employees are primarily 
dependent on the quality of work they produce. As such, the Training and Development Officer 
ensures that performance evaluations are done every semester and that the evaluators fully 
participate in the process. 

 
The results of the performance evaluations shall be submitted to the VP concerned prior to 

the end of the contract of the probationary employee with sufficient time to determine whether the 
latter is qualified for renewal of contract or permanency. 

 
 

 



 
S. Performance Evaluation  

 
1. The IPODD, through the Training and Development Officer, is in charge of the 

performance evaluation of non-academic personnel which consists of 
gathering/collecting, tabulating and interpreting and analyzing data. 

2. The evaluation of non-academic personnel shall use two types of instruments: 
a. The peer evaluation requires at least three evaluators. 
b. Performance review and appraisal of the non-teaching Personnel Form which is 

being answered by the immediate superior of the non-academic personnel. The 
form is available on-line.  

3. The results of the evaluation are submitted by the IPODD to the President through the 
VPA for recommendation and approval. 

4. Upon the approval, the results are returned to the IPODD, which forwards the same to 
concerned departments/offices for further evaluation purposes and serves as the basis 
for promotion or retention of employees. 

 
T. Promotion System  

 
1. Promotion or Transfer 

 
The Recruitment and Selection Officer and Recruitment and Selection Assistant shall process 

the promotion and transfer of the employees.  Subject to approval of the President, the office head 
shall recommend the employee for the said movement through the proper VP. 

 
PROCEDURE 
 
1.1. The head of office shall propose an employee for promotion or transfer in writing 

together with the necessary documents addressed to the President, through the VP 
concerned. The recommendation should be based on the statutory, regulatory and 
company policy requirements. 

1.2. Upon perusal and review of the proposed the promotion/transfer of an employee, 
the VP concerned shall provide recommendations for consideration of the President. 

1.3. Upon approval, the communication shall be endorsed to the IPODD for 
implementation. 

1.4. IPODD Director shall instruct the Recruitment and Selection Officer and 
Compensation and Benefits Administration Officer for the preparation of 
appointment and employment status, respectively, as well the effectivity date. 

1.5. The appointment and employment status shall be submitted to the VP concerned for 
the final review, countersigned by the IPODD Director. The VP concerned shall 
review the accuracy of the documents, sign and endorse the same to the President for 
approval. 

1.6. After the approval, the appointment and employment status shall be returned to 
IPODD and the concerned employee shall be informed and notified about his or her 
promotion or transfer. 

1.7. Recruitment and Selection Assistant shall maintain a copy of the memorandum in 
the employee’s 201 file for reference. 

 
2. Change of Status 

2.1. Upon the lapse of the probationary contract, the immediate head of the probationary 
employee shall recommend whether the latter should be made as a regular/permanent 



 
employee. The recommendation shall be submitted to the President through the VP 
concerned. The grant of regularization or permanency shall be at the discretion of the 
President, but shall be subject to confirmation by the Board of Directors. 

2.2. A permanent employee enjoys security of tenure and may only be removed for just and 
authorized causes in accordance with law. However, if the employee is separated from 
service, regardless of length, and is later rehired, the status shall revert to 
probationary/contractual, unless otherwise specified by the President. 

 
3. Salary Adjustments 

 
The compensation of non-academic personnel is regulated by the salary scale of the 

university, which provides for the range of salary according to job grade. Each position is evaluated 
by the IPODD to determine the corresponding job grade based on the respective duties and 
responsibilities. 

 
Adjustments to the basic salary of employees may be due to the following reasons: 

 Promotion to a higher position 

 Minimum wage increase and resolution of wage distortion  

 Adjustment of salary scale 

 Non-academic ranking 

 Merit increases 
 
Except for merit increases, the basic salary for each position shall be within the range of the 

corresponding job grade. Merit increases, on the other hand, may increase the basic salary of the 
employee beyond the limit indicated in the salary scale. However, the amount of merit increases 
shall not exceed one thousand pesos (P1,000.00) for deans and directors and five hundred pesos 
(P500.00) for officers and rank and file employees. 

 
Each job grade is further divided into steps, Minimum and Steps 1 to 4, each with a 

corresponding amount within the range of the job grade. During the initial appointment to the 
position, the employee shall receive the amount indicated as the minimum for the job grade. Every 
three (3) years, non-academic personnel shall be ranked and may be advanced to the higher job 
grades depending on the points received during the ranking. The ranking of non-academic 
employees is based on performance, educational attainment, trainings, experience and other 
relevant criteria. 

 
U. Absences and Tardiness 

 
1. Employees are required to be within the prescribed workplace punctually and regularly. 
2. Any employee, who, for valid reason, cannot report for work, shall notify his/her 

immediate supervisor and the IPODD. 
3. Employees are required to personally use the biometric machine as they enter and leave 

the school premises. 
4. Tardiness and undertime are subject to salary deduction based on the entry and exit 

times indicated in the biometric attendance system. No deductions however are made 
for absence from the workplace due to official business or authorized leaves. It should be 
noted that the deduction made is not considered as a penalty but as a result of the loss of 
work supposed to be rendered to the university. 

5. Non-observance of the foregoing guidelines may subject the employee to administrative 
sanctions. 



 
 

V. Rights of School Personnel 

 
 In addition to other rights provided for by law, the following rights of school personnel 
under the Higher Education Act of 1994 are hereby adopted: 
 

1. The right to full expression of opinion and suggestions and effective channel of 
communication with appropriate academic and administrative bodies of the school; 

2. The right to be provided with free legal service by the school authorities when charged 
in an administrative, civil, and/or criminal proceedings by parties other than the school, 
for actions committed directly in the lawful discharge of professional duties and/or in 
defense of school policies; 

3. The right to intellectual property consistent with applicable laws; 
4. The right to be free from compulsory assignments not related to their duties as defined 

in their appointment or employment contract, unless compensated therefore, 
conformably existing laws; 

5. Teachers shall be deemed persons of authority when in the discharge of lawful duties 
and responsibilities and shall, therefore, be accorded due respect and protection; and 

6. Teachers shall be accorded the opportunity to choose alternative career in school 
administration, in classroom teaching, or others, for purposes of career advancement 

  



 
Chapter IV 

Compensation and Benefits 
 

A. Wage and Salary 
 

Wages and salaries are the means by which personnel are compensated for their efforts in 
helping the University attain its mission and vision. Their importance is doubled in light of the trust 
laid upon the institution to equip its students to help them attain a good future for themselves. 
Furthermore, compensation contributes largely to the satisfaction of personnel as it is the estimation 
of the value of their work and labor. Therefore, Northwestern University endeavors to provide 
competitive salaries and wages in order to encourage its employees to continue providing excellent 
service for its clientele. 
 

1. Salaries  
 
 
 1.1 The rate of the non-academic personnel is determined by their job grade 
 
  1.1.1 Rate per day/hour shall be computed as follows: 
 
   Rate per day = Basic salary 
        22 days 
 
   Rate per hour = Rate per day 
          8 hours 
 

 
 1.2 13th Month Pay 
 

The 13th month pay is equivalent to 1/12 of the total basic salary received during the 
year. For purposes of computing the benefit, the basic pay of an employee includes all 
earning paid by his employer for services rendered on normal working days and hours 
but does not include cost of living allowance, profit sharing payments, premium 
payments, honoraria, or other monetary benefits which are not considered as part of or 
integrated into the regular salary of school personnel. 
 
Overload partakes of the nature of temporary extra assignment and compensation, 
hence, excluded in the computation of the 13th month pay. 
 
An employee who has resigned or whose services were terminated at any time before 
the time of payment of the 13th month pay is entitled to this benefit in proportion to the 
period when the right accrues to the time of his resignation or termination from 
employment. However, the benefit shall be withheld if from the cessation of the 
employer-employee relationship, he has existing liability and/or accountability with the 
University. 

 
 1.7 Advance Salary 
 

Employees may request for an advance of their salaries for emergencies. The request is 
to be addressed to the President and coursed through the proper channels. The President 



 
has sole discretion in granting advances considering the nature of the emergency and the 
financial stability of the University. 

 
 1.8 Overtime 
 

An employee of the university who is officially permitted or required to work beyond 
eight (8) hours on ordinary working days must be paid an additional compensation for 
the overtime work in an amount equivalent to his regular wage plus at least twenty-five 
percent (25%) thereof. 
 

 
1.8.1  Meals and Rest Periods – all employees shall be given not less than one (1) hour 

time – off for regular meals, except in the following cases when a meal period 
of not  less than twenty (20) minutes may be given to the employee provided 
that such shorter meal period is credited as compensable hours work of the 
employee: 

 
1.8.2 Where the work is non-manual in nature or does not involve so much 

physical exertion; and 
 

8.1.3  In case of actual or impending emergencies or there is an urgent work to be 
performed. 

  
Rest periods or coffee breaks of fifteen minutes in the morning and fifteen 
minutes in the afternoon shall be considered as compensable working time. 
 

Overtime must be with the approval of the University President and duly 
recommended by the Vice President for Administration. 

 
2. Offset Policy 

 
2.1 Policy Statement:  

This policy aims to provide guidance to University employees on the operation of 

offsetting, to ensure that it does not impact negatively on either the individual or the 

organization. The policy outlines the rates of pay applied to extra work hours and 

sets out eligibility criteria. It should be noted that all offsets must be authorized in 

advance.  

 

2.2 Scope:  
The University recognizes that there may be a need for some staff to work over and 

above their normal weekly hours in order to carry out specific projects or work 

during busy times. Such extra work hours are generally compensated with 

additional salary or overtime pay. However, in some instances, the personnel who 

has worked extra hours may prefer to offset the hours worked with time off from 

work in order to recuperate. The University therefore allows such personnel to apply 

for offset day/s during which they are allowed not to report for work. 

All heads of offices (including deans and directors), officers and rank and file 

employees may apply for offset days.  



 
2.3 Basis of Offsetting: 

Official work done beyond the official work schedule duly authorized by the 

immediate head  

 For Offset:  

Official activities of the school such as:  

 Preparation for Accreditation 

 Preparation for ISO Audits 

 Preparation for Foundation celebration  

 Graduation 

 Other tasks to be performed as instructed by the immediate head 

based on urgency of output to be submitted.  

2.4 Procedure 
Immediate head concerned will have to make a formal communication as to the 

necessity of the job done by the employees who worked beyond their official 

working hours. The communication is to be addressed to the Vice-president 

concerned for approval.  

 

Upon approval, the employees concerned should fill-out the OFFSET form available 

at the IPOD Department for proper endorsement. The form shall include the 

scheduled offset days of the employees duly signed by their immediate head. 

Always attach the approved letter of offset by the Vice-president for reference.  

 

3. Travel Allowance 

 
A travel allowance is provided for official business travel expenses only. Personal leisure travel 
expenses are an employee’s responsibility and are not provided for in this allowance. The Finance 
Office sets equitable expense limits that ensure a fair reimbursement to employees with limitations 
on the types of expenses that can be paid from appropriated funds. 
 
Lodging: 
 

Level National Regional Local 

Staff Php 450 Php 300 0 

Director Php 630 Php 375 0 

Vice President/Other 
Officials 

Php 900 Php 600 0 

    
Per Diem: 
 

 
All  

Level 

National Regional Local 

Breakfast Lunch Dinner Breakfast Lunch Dinner Breakfast Lunch Dinner 

Php 70 Php 80 Php 100 Php 60 Php 70 Php 80 Php 50 Php 60 Php 70 

 
 If due to valid reasons and employees incur deficit in travel allowances, the same will be 
reimbursed subject to audit. All claims should be evidenced by official receipts. 
 
 No new cash advance shall be granted if there is still unliquidated cash advance. 



 
 
Transportation Allowance 
Per day  Php 300   Php 100 actual 
 

Destination Maria de Leon 
(regular aircon) 

Partas 

Manila Php 500 Php 821 

Urdaneta, Pangasinan Php 380 Php 527 

Damortis, La Union Php 330 Php 453 

Baguio City n/a Php 480 

San Fernando, La Union Php 270 Php 378 

Vigan City n/a Php 141 

 
B. Awards, Grants and Benefits 

 
1. Legal/Mandatory Benefits 

 
1.1. Regular Holidays  

 
 January 1    –  New Year’s Day 
 Movable date   –  Maundy Thursday 
 Movable date    –  Good Friday 
 April 9    –  Araw ng Kagitingan 
 May 1     –  Labor Day 
 June 12    –  Independence Day 
 Last Sunday of August  –  National Heroes Day 
 November 1    –  All Saints Day 
 November 30    –  Bonifacio Day 
 December 25    –  Christmas Day 
 December 30    –  Rizal Day 

 
 Other declared local and special holidays. 
 

1.2. Health Benefits 

 

Hospitalization/Health Care 

 

All employees subject to compulsory SSS coverage and their dependents are automatically 

covered under the Philippine Health Insurance Corporation (PHIC) Law. 

Dependents, as defined under the PHIC Law, are: 

 The legitimate spouse who is not a Medicare member; 

 The unmarried and unemployed children – legitimate, legitimated, acknowledged 
children as appearing in the birth certificate, legally adopted or stepchildren who are 
below twenty-one (21) years of age; 

 Children who are twenty-one (21) years old or above but suffering from congenital 
disability, either physical or mental, or any disability acquired before the age of 21 
that renders them totally dependent on the member of support; 



 
 The parents who are sixty (60) years old or above who are not enrolled members of 

PhilHealth and whose monthly income is not more than one thousand pesos (Php 
1,000.00) 

Benefits under this law are: 
a. Maximum of forty-five (45) days of confinement annually for members, 

accumulated total of 45 days for all dependents; 
b. Hospital room and board expenses; 
c. Professional fees of Php15.00 per day but not to exceed Php 200.00 for 

ordinary cases and Php 300.00 for intensive care or catastrophic cases 
per single period of confinement; 

d. Surgical benefits: 
d.a Surgeon’s fee not exceeding Php 650.00 (specified amount shall 

be paid in accordance with the Relative Unit Value (RUV), i.e., 
points assigned to surgical procedures according to their 
comparative complexity. This includes two (2) days of pre- and 
five (5) days of post-operative care. 

d.b Surgical procedures without any assigned RUV shall be 
evaluated taking into considerations its similarity to existing 
procedures. 

d.c Anesthesiologist’s fee not exceeding thirty percent (30%) of the 
allowable Surgeon’s fee. Only One anesthesiologist shall be 
compensated. 

d.d Local anesthesia is not compensable except when it is a 
regional nerve block anesthesia. 

d.e When the operating surgeon administers anesthesia himself, 
no separate anesthesiologist’s fee shall be allowed. 

e. Operating Room fee. 
e.a A qualified beneficiary who undergoes surgical procedure in 

the hospital operating room complex on an out-patient basis is 
entitled to benefits provided that one day is deducted from his 
forty-five (45) day room and board benefits. 

 
1.3. Maternity Leave 

 
In compliance with the pertinent provisions of the Labor Code, the University grants every 
pregnant female employee maternity leave: 

 

a. 60 calendar days leave for normal child delivery 
b. 78 calendar days leave for caesarian delivery 
 

Guidelines: 
 
Maternity Benefit 

 A female employee on maternity leave shall receive from the Social Security 

System (SSS) a daily maternity benefit equivalent to her daily salary credit for the 

60/78 days leave. 

Eligibility 
a. The SSS Maternity Benefit is granted to permanent and probationary 

employees who have paid at least three (3) monthly contributions 



 
within the twelve (12) month period immediately preceding the 
semester of her childbirth or miscarriage. 

b. She has given the required notification of her pregnancy through her 
employer. 

 
Limitations 
a. SSS/University maternity benefits stated above shall be granted only 

for the first four (4) deliveries including miscarriages. 
b. Maternity leave after the fourth delivery shall be charged to the 

employee’s sick leave credits. Where the sick leaves are insufficient, the 
excess shall be charged to vacation leave credits. 

 

Procedural Guidelines 1 
a. The leave period shall be availed by the employee not earlier than 2 

weeks prior to her expected delivery date and another four weeks after 
the delivery date. 

b. When the employee fails to avail of the two-week prenatal leave or any 
part thereof, the same shall be added to the postnatal leave to complete 
the 60/78 days. 

c. Extension requests for maternity leave may be allowed provided it is 
due to illness medically certified to arise from pregnancy, delivery or 
miscarriage which renders the employee unfit to work. The external 
leave shall be charged to sick/vacation leave credits. 
 

Procedural Guidelines 2 
a. Upon confirmation from the physician of the employee’s pregnancy, 

the employee must immediately submit the Medical Certificate and 
Maternity Notification Form to the IPODD. 

b. The IPODD shall recommend to the VPA the advance payment of the 
50% of SSS Maternity Benefits before the start of the maternity leave 
provided the documents specified above are submitted. The remaining 
50% shall be released upon submission of the Medical Certificate and 
all documents required by the SSS for reimbursement. 
 

Voluntary Reporting for Work Prior to Maternity Leave Expiration 
a. A female employee may request to report back to work before the 

expiration of maternity leave but must submit a Medical Certificate 
attesting her fitness to work duly signed by the attending physician. 
Such request shall be addressed to the Vice President for 
Administration, as the case may be. 

b. The employee shall be compensated for the work rendered within the 
60/78 day maternity leave. 

 
1.4. Paternity Leave 

 
 A male employee applying for paternity leave shall notify the IPODD of the pregnancy of 
his legitimate spouse and the expected date of such delivery. 
 
 The university shall grant male employee (7) seven working days with full pay for the 1st 
four (4) deliveries of the legitimate spouse. 



 
 

1.5. Solo parent 
 
A solo parent who has rendered service for at least one year in addition to the privileges under 
existing laws, shall be entitled to a parental leave benefit of not more than seven (7) working days 
every academic year. (Sec. 8, RA 8972) 
 
A solo parent is any individual who falls under any of the following categories: 

 A woman who gives birth as a result of rape and other crimes against chastity even 
without a final conviction of the offender: Provided, That the mother keeps and raises 
the child; 

 Parent left solo or alone with the responsibility of parenthood due to death of spouse; 

 Parent left solo or alone with the responsibility of parenthood while the spouse is 
detained or is serving sentence for a criminal conviction for at least one (1) year; 

 Parent left solo or alone with the responsibility of parenthood due to physical and/or 
mental incapacity of spouse as certified by a public medical practitioner; 

 Parent left solo or alone with the responsibility of parenthood due to legal separation 
or de facto separation from spouse for at least one (1) year, as long as he/she is 
entrusted with the custody of the children; 

 Parent left solo or alone with the responsibility of parenthood due to declaration of 
nullity or annulment of marriage as decreed by a court or by a church as long as 
he/she is entrusted with the custody of the children; 

 Parent left solo or alone with the responsibility of parenthood due to abandonment of 
spouse for at least one (1) year; 

 Unmarried mother/father who has preferred to keep and rear her/his child/children 
instead of having others care for them or give them up to a welfare institution; 

 Any other person who solely provides parental care and support to a child or children; 

 Any family member who assumes the responsibility of head of family as a result of the 
death, abandonment, disappearance or prolonged absence of the parents or solo 
parent. 

 A change in the status or circumstance of the parent claiming benefits under this Act, 
such that he/she is no longer left alone with the responsibility of parenthood, shall 
terminate his/her eligibility for these benefits. 

 
1.6. Separation Pay  

 
An employee shall be entitled to a separation pay when his services is terminated under the 
authorized causes provided for by the Labor Code, to wit: 
 

a. one month pay or at least one-month pay for every year of service, whichever is higher, in 
case of termination due to the installation of labor saving devices; 

b. one-month pay or at least one-half month for every year of service, whichever is higher, in 
case of retirement to prevent losses and closures or cessation of operations of establishment 
or undertaking not due to serious business losses or financial reverses; and 

c. one-month salary or one-half month salary for every year of service, whichever is higher, 
when the employee suffers from any disease and whose continued employment is 
prohibited by law or prejudicial to his health as well as to the health of his co-employees. 

 
A fraction of six (6) months is considered as one (1) whole year of service. 
 



 
1.7. Retirement Benefits 

 
 An employee shall be entitled to receive retirement benefit from Northwestern University, 
separate from the SSS retirement plan. Moreover, an employee shall be entitled to retirement pay 
equivalent to at least one-half month salary for every year of service, a fraction of at least six (6) 
months being considered as one whole year. 
 
 The term “one-half month salary” shall include the following: 
 

a. fifteen (15) day salary of the employee based on his latest salary rate. As 
used herein, the term “salary” includes all remunerations paid by an 
employer to his employees for services rendered during normal 
working days and hours, whether such payments are fixed or 
ascertained on a time, task, piece or commission basis, or other method 
of calculating the same, and includes the fair and reasonable value, as 
determined by the Labor Secretary, of food, lodging or other facilities 
customarily furnished by the employer to his employees. The term 
does not include cost of living allowance, profit-sharing payments and 
other monetary benefits, which are not considered as part of or 
integrated into the regular salary of the employees. 

 
b. one-twelfth of the 13th month pay due to the employee; and 
c. one-twelfth of the cash value of the five (5) day service incentive leaves. 

 
 A new pension plan is being adopted which provides more benefits to those who will be 
covered by the said plan. Provision are more favorable and more humane and guarantee the retiree 
of financial security upon retirement. 
 

1.8. Compulsory and Optional Retirement 
 
 An employee shall retire or be retired by the Board of Directors upon reaching the age of 
sixty-five (65) years. However, the Board may extend the services for meritorious reasons. 
 
An employee may retire upon reaching the age of sixty (60) years if he has served for at least ten 
(10) to fifteen (15)years in the University. 
 
 

2.  Institutional Benefits 
 

2.1. Service Awards 

 
The University recognizes the value of excellent and loyal service rendered by its employees 

and acknowledges the same in a ceremony conducted annually coinciding with the 

foundation anniversary celebration of the University. 

 

2.1.1. Eligibility for Service Awards 

Employees who have rendered 10, 15, 20, 25, and 30 years of service to the University 

at the time of the foundation anniversary celebration are given the corresponding 

award. 



 
2.1.2. Awards: 

 The awardees shall likewise receive a plaque and a Northwestern University 

medal. On the 25th year, the awardees shall receive a token, a plaque and a 

NWU medal. 

 A cash award of one hundred fifty pesos (Php 150.00) per year of service shall 

be given. Awardees for the 15th, 20th, 25th and 30th years of service shall 

receive the cash award corresponding to their additional year, i.e., 5 years.  

 

2.1.3. Guidelines 

a. The awards committee shall review the service records of the employees eligible 

for the award. 

b. The tentative list of awardees shall be posted on bulletin boards for scrutiny and 

information. 

c. Awarding shall be held on the foundation anniversary celebration. Should an 

employee resign prior to the awarding rites, the award is deemed forfeited.  

Instead, a certificate of recognition is given to the employee. 

d. The VPA shall supervise the awards process through the Awards Committee. 

e. In recognition of  excellent individual and collective accomplishments, the 

University shall also give the following awards annually: 

a. Most Outstanding Employee Award (Academic) 

b. Most Outstanding Employee Award (Non-Academic) 

c. CHAMPS Unit Award 

 

2.2. Scholarship/Grants 

 
Permanent employees may apply for a scholarship grant from the Fund for Assistance to Private 
Education (FAPE), Department of Science and Technology (DOST), University of Asia and the 
Pacific (UA&P) and other funding institution such as Nicolas N. Nicolas Foundation. The terms 
and conditions of the scholarship are as follows: 

 

2.2.1. Qualifications 
a. Recipient must not be more than 35 years old for  the master’s program and 

must not be more than 40 years old for the doctoral level; 
b. He must be a Filipino citizen; 
c. He must at least be average in general mental ability and in the performance 

evaluation; 
d. He must show competence in both oral and written English; 
e. He must be a full-time employee, faculty member or administrator, with 

teaching assignments, if so required; 
f. He must be physically fit to study; 
g. He must have a permanent appointment as an employee, faculty, or 

administrator, if so required; 
h. He must not have any pending administrative case; 
i. He must be of good moral character; 
j. He must be able to pass the interview conducted by the scholarship screening 

committee and the Dean of the Graduate School. 



 
k. He must meet the other qualifications required by a sponsoring institution. 

 
2.2.2. Application Requirements 

a. Submission of undergraduate transcript of records with the GPA or its 
equivalent, duly computed and certified correct  by the Registrar and 
acceptable to the graduate school of Northwestern University; 

b. Accomplishment of application forms in triplicate copies; 
c. Health certificate from  the University Physician; 
d. Certificate of good moral character by the immediate supervisor; 
e. Latest  performance evaluation rating duly certified by the chairman of the 

performance evaluation; 
f. Recommendation from the immediate supervisor; and 
g. Other documents required by a sponsoring agency and Northwestern 

University the Memorandum of Agreement and the like. 
 

2.2.3. Credit Load 
2.2.3.1. Full-time Program 

a. The required credit load must be strictly followed to enable the grantee to 
complete his/her program for graduate studies within the specified period 
of the scholarship grant. 

 
b. In case the required credit load is not followed due to dropping and/or 

failures, the grantee will assume the costs incurred beyond the approved 
specified period of scholarship grant. 

 
2.2.3.2. Part-time Program 

a. The grantee carries the academic load below the maximum load for full-
time graduate programs. 

 
2.2.3.3. Summer Program 

a. The grantee carries full load required by the training center. 
 

2.2.4. Duration of Grant 
2.2.4.1. A full-time grantee of the masteral program must finish the course within 

a period of two (2) years, inclusive of the comprehensive examination, 
thesis writing and defense, while the part-time program must be 
completed within three (3) years.  

2.2.4.2. A full-time grantee of the doctoral program must finish the  course within 
a period of three (3) years or as prescribed by the University, inclusive of 
the comprehensive examination, thesis writing and defense, while the 
part-time program must be completed within four (4) years. 

 

2.2.5. Request for Extension (if applicable) 
 

Request for extension beyond the grant period, not to exceed one (1) semester, may 
be granted on a case-to-case basis and in accordance with the policies and 
regulations of the sponsoring institution. 
2.2.5.1. Procedures in applying for deferment: 

a. The sponsoring institution must be notified in writing regarding the request.  
The request must contain a sufficient justification for extension and target 



 
date of completion, and should be submitted a semester before the planned 
extension. 

b. Application for the extension should be accompanied by a letter of consent 
from the sponsoring institution. 

 
2.2.5.2. Deferment (if applicable) 

a. Deferment may be considered in cases of serious illness, death in the family, 
or other unavoidable circumstances which would prevent the grantee from 
continuing his/her studies. 

 
2.2.5.3. Procedures for applying for deferment: 

a. The University should be notified within a month before the start of the 
semester, during which the grantee seeks deferment. 

b. A recommendation for deferment should be secured. 
c. A grantee seeks deferment from the sponsoring institution. 

 

2.2.5.4. Obligations of Grantee 
a. The grantee must complete the program within the specified period of the 

grant. 
b. He must render three (3) years of service to the University for every year or 

a fraction thereof spent in studying or for a period recommended by the 
scholarship committee to the President.  

c. He maintains the weighted average required by the retention policy of the 
institution where enrolled. 

d. In case of sickness or force majeure, a justification accompanied by 
supporting documents must be presented. The University requests for and 
in behalf of the grantee the extension/deferment of the grant if found to be 
meritorious. 

e. He enters into contract with the University setting forth the obligations of 
the grantee to the University after the completion of the course. 

 

2.2.5.5. Obligations of Northwestern University 
a. The University through the President recommends the grantee to the 

sponsoring institution and certifies that the fellow’s program is in line with 
the university’s over-all institutional development program. 

b. For the duration of the grant: 
i. The University provides counterpart support consisting of the 

grantee one hundred percent (100%) monthly salary, upon 
acceptance of  the scholarship grant; or 

ii. If the sponsoring institution is solely the University, the latter 
provides full support consisting of the grantee’s one hundred 
percent (100%) salary, tuition and miscellaneous fees, book 
allowance and other necessary fees  

iii. The University shall completely release full-time scholars from their 
teaching and administrative responsibilities for the duration of the 
grant and deload the teaching and administrative responsibilities in 
the case of part-time scholars. 

 

2.2.5.6. Grants 
2.2.5.6.1. Financial Grants 



 
All employees enrolled in any undergraduate/graduate/ post graduate 

program in the University enjoy fifty percent (50%) tuition fee discount. The 

privilege may be availed of during the regular trimester or semester. 

However, such privilege shall be discontinued if the employee obtains a 

failing mark. 

 

Thesis or dissertation writing assistance is extended to deserving faculty 

members and employees. 

 

2.2.5.6.2. Research Grants 

To encourage the academic and non-academic employees of the University 

to conduct researches, the following benefits and incentives are extended to 

them: 

i. A faculty member may be appointed as faculty researcher of his/her 
college and is given twelve (12) units as research load (in place of 
teaching load) per semester and is considered part of his basic load. 

ii. For voluntary research done by academic and non-academic 
personnel, an honorarium is given once the University Research 
Center receives a complete manuscript of the research conducted 
according to its guidelines. 

iii. Published research shall be a basis for ranking and evaluation for 
promotion and granting of tenureship. 

iv. Procedures for the application for approval of a research proposal: 
1. The academic researcher/voluntary researcher submits a 

research proposal to the University Research Center (URC) in 
three (3) copies on or before May 7 of each year. 

2. The Director informs the Chairman and members of the Research 
Council and schedules the review of the paper. 

3. The council convenes, reviews, evaluates and recommends the 
proposal to the University President for approval. 

v. The President approves/disapproves the recommended proposal. 
vi. The researcher(s) are informed of the approval/disapproval of the 

proposal. Approved proposals are immediately carried out. 
 

2.3. Uniform Benefits 
2.3.1. Permanent employee can avail of the 100% assistance. 
2.3.2. Probationary employee can avail through salary deduction. 

 
 

2.4. Bonuses 
 

 The Administration may adopt different incentive schemes in order to encourage personnel. 
Such schemes may take the form of merit/productivity bonuses and Christmas gifts. 
 

2.5. Periodic Medical and Dental Check-up 

 
2.5.1. Medical Consultations and Medicines 

 



 
Employees may avail of the free medical consultations and medicines available at the 
Medical Clinic. This is applicable to permanent and probationary employees. 
 

Guidelines: 

 The University Physician and nurse render free consultations at the Medical 

Clinic for emergency cases. 

 If necessary, the University Physician shall refer the employee to a reputable 
hospital/doctor for further examinations and/or hospitalization. However, 
expenses incurred shall be on the account of the employee concerned. 

 Medicines available at the Clinic are for emergency cases only. Therefore, 
additional medicines of the employee shall be bought outside and shall be on the 
account of the employee concerned. 

 Medical Certificates are issued to employees who go to the Clinic for consultation 
and treatment. Such certificates are given within 24 hours after the employee has 
reported back to work. 

 

2.5.2. Dental Consultations and Services 
 

 The Dental Clinic provides dental services for permanent and probationary 

employees as well as their dependents (legal spouses and children below 21 years of age).  

The services provided include: 

a. Dental Examination 
b. Emergency Dental Treatment 
c. Simple Extractions 
d. Temporary Filling 
e. Permanent Filling 
f. Dental Prophylaxis 
g. Oral Medication or Initial Dosage 

 

Benefits available at the Dental Clinic are subject to the functions agreed upon by the 

University and the University Dentist and may not be modified or altered. Follow-up 

medicines are not reimbursed nor given free. 

The Dental Clinic provides extended services with 50% discount to the employees’ 

immediate family members up to the first degree of consanguinity – parent, spouse and 

children. Other relatives by consanguinity or affinity can avail of 20% discount on the 

following: 

- Tooth Extraction 

- Oral Prophylaxis 

- Tooth Filling (light cure, amalgam, composite) 

- Prosthetics (jacket crown, dentures, retainers) 
 

2.6. Bereavement Assistance to Employees 

 
2.6.1. Death of an Immediate Family Member 

 
A financial assistance amounting to P 5,000 will be given to all regular employees upon the 
death of any member of his immediate family. The amount is granted as a gesture of 



 
sympathy from the management and staff of the University for his deceased family 
members.  
 
The immediate family or dependents of a married employee are composed of the following: 

Legitimate spouse  
Legitimate children 
Parents  

The immediate family or dependents of a single employee are composed of the following: 
Parent(s)  
Brother(s) and Sister (s)  
 

2.6.2. Procedures  
2.6.2.1. When advised of the death of an immediate family of a regular 

employee, the office notifies to the administration of the university 
coursed thru the Vice President for Administration, as the case 
may be, providing the following information: 

a. Name of the dependent/immediate family 
b. Date, time and cause of death  
c. Name of the Employee concern 
d. Position title/Department 

2.6.2.2. The Office of the President forwards the said letter to the IPODD 
for processing. 

2.6.2.3. The IPODD then notifies the Finance Office forwarding necessary 
documents needed in the processing of payments. 

2.6.2.4. The IPODD writes a condolence letter to the employee or survivor. 
2.6.2.5. The Finance Office then prepares check for death benefit payment 

to spouse, eligible dependents or designated beneficiary 
2.6.2.6. Forwards death benefit payment with transmittal letter; or at 

department head's option, arranges for personal delivery. 
 

2.6.3. Death of a Regular Employee 
 

When advised of an employee's death, the department shall immediately 
notify the immediate head, Vice President concerned and the President. 

2.6.3.1. For the death of regular employees, the benefit payment in the event of 
death is comprised of: 

a. Salary or wages earned but unpaid at the time of death; plus 
b. Unused sick leave; plus 
c. Financial assistance of P10,000 regardless of the position he/she is holding in 
the organization 

2.6.3.2. For the purpose of this payment, an eligible dependent is one receiving 
the majority of support from the deceased employee in accord with the 
Bureau of Internal Revenue.  

2.6.4. Procedures  
 

2.6.4.1. When advised of employee’s death, the office notifies to the 
administration of the university coursed thru the Vice President 
for Administration, as the case may be, providing the following 
information: 

a. Employee’s name 



 
b. Position title/Department 
c. Date, time and cause of death  
d. Name, address and contact number of nearest relative 

2.6.4.2. The Office of the President forwards the said letter to IPODD for 
processing. 

2.6.4.3. The IPODD then notifies the Finance Office forwarding necessary 
documents needed in the processing of payments. 

2.6.4.4. The IPODD writes a condolence letter to the survivor. 
2.6.4.5. The Finance Office then prepares check for death benefit payment 

to spouse, eligible dependents or designated beneficiary 
2.6.4.6. Forwards death benefit payment with transmittal letter; or at 

department head's option, arranges for personal delivery. 
 

2.7. Leaves 
 

2.7.1. Leaves of Absence With Pay 
 

2.7.1.1. Vacation Leave 
 

All permanent employees are entitled to a fifteen (15) day leave with pay every 

academic year.  

 

Permanent non-academic employees may avail of their vacation leave anytime, even 

during semestral breaks. However, it is within the authority of the VPA to determine 

when they may take their vacation leave considering the requirements and nature of 

his work. 

 Unused vacation leaves upon the lapse of the academic year in which it is 

granted shall be considered forfeited upon the end of such year and shall not be 

converted to cash. 

Procedural Guidelines 

a. The employee secures an official leave form from the IPODD at least 
five (5) working days prior to the date of the intended leave of 
absence(s).  

b. The employee accomplishes the form in four (4) copies and seeks the 
recommendation for approval from his immediate head. 

c. The accomplished leave form must be immediately submitted to the 
IPODD to facilitate processing. A leave form which is not properly 
accomplished will not be processed. 

d. The accomplished leave form will be submitted by the IPODD to the 
Vice President for Administration. 

e. The employee must conduct the necessary follow-up at the IPODD on 
the status of the leave applied for. Should there be no developments 
after two (2) days after submission to the Vice President for 
Administration, the IPODD will make the pertinent follow-up in 
behalf of the employee. 

 
 



 
d. Upon approval, the four copies of the leave form shall be distributed to 

the following:  

- the employee concerned 

- the department/office of the employee concerned 

- the Finance Office 

- the IPODD 
e. In case the concerned employee wishes to change the date(s) of his or 

her approved leave, he must undertake the same procedure. 
d. Cancelled leave form whether approved or not must be returned to the 

IPODD for record purposes. 
f. Regardless of rank, leave shall be approved by the President if it is for 

fifteen (15) days or more. 
g. An application for leave of absences for fifteen (15) days or more shall 

be accompanied by a clearance from all financial and property 
accountabilities and with the approval of the President. 

 

2.7.1.2. Personal Leave 
 In consideration of any contingency that may need immediate attention, 

personal leave can be availed of by the employees. Personal leave is limited to two 

(2) days per academic year. Leave for emergencies beyond personal leave shall be 

without pay and subject to validation and approval of the vice president for 

administration, as the case may be. 

 

Procedural Guidelines 

a. The employee shall inform the IPODD and immediate head that he or 
she is availing of personal leave. 
b. The employee shall secure an official leave form from the IPODD upon 
returning to work.  
c. The employee accomplishes the form in four (4) copies  
d. The employee shall then submit the form to his immediate head for 
recommendation.  
e. The accomplished leave form must be immediately returned to the 
IPODD within two (2) working days from date of issuance to facilitate 
processing. Unaccomplished forms shall not be processed. 
f. The accomplished leave form will be submitted by the IPODD to the 
Vice President for Administration. 
g. Upon approval, the four copies of the leave form shall be distributed to 
the following:  

- the employee concerned 

- the department/office of the employee concerned 

- the Finance Office 

- the IPODD 
2.7.1.3. Sick Leave 

All permanent employees are entitled to a fifteen (15) day leave with pay 

every academic year Permanent/regular employees are given one hundred percent 

(100%) of the monetary value of the total unused sick leaves. Sick leaves shall be 

counted on a calendar year basis with releases of the monetized value given bi-

annually. 



 
Procedural Guidelines 

a. The employee secures an official leave form from the IPODD upon 
returning to work.  

b. The employee accomplishes the form in four (4) copies and attaches the 
Medical Certificate. Absence of the Medical Certificate will nullify the 
leave filed for and the employee will be considered AWOL. 

c. The Medical Certificate may be requested from the University Medical 
Clinic. However, for sick leaves incurring more than two (2) days of 
absence, the concerned employee is required to seek a Medical certificate 
form a private physician and must be validated by the University Medical 
Clinic. 

d. The employee then seeks the recommendation for approval from his 
immediate head. The immediate head cannot recommend approval in the 
absence of a Medical Certificate. 

e. The accomplished leave form must be immediately returned to the IPODD 
within two (2) working days from date of issuance to facilitate processing. 
A leave form that is not properly accomplished will not be processed. 

f. The accomplished leave form will be submitted by the IPODD to the vice 
president concerned. 

g. Upon approval, the four copies of the leave form shall be distributed to the 
following:  

- the employee concerned 

- the department/office of the employee concerned 

- the Finance Office 

- the IPODD 
h. An employee who has exhausted his sick leave benefit can avail the SSS 

sickness benefit. Provided the following: 
i. He is either confined in the hospital or at home for at least four (4) days; 
j. He has paid at least three (3) monthly contribution within the twelve (12) 

month period immediately before the semester* of sickness; and  
k. He has notified his employer and the SSS. 

*Semester refers to the period of two (2) consecutive quarters ending 

in the quarter of sickness. On the other hand, quarter refers to a period 

of three (3) consecutive months ending in the last day of March, June, 

September or December. 

 

2.8. Leaves Without Pay 
 

2.8.1. Prolonged Leave of Absence 
 
A leave of absence for fifteen (15) days or more shall be considered as a prolonged 

leave and may only be approved by the President. An extension of such leave without 

approval by the President shall be deemed as a resignation of the employee concerned. 

 

The employee must accomplish the University clearance, otherwise his application 

shall be considered disapproved and his leave of absence shall be unauthorized. Approved 

prolonged leaves of absence shall be without pay. 

 



 
2.8.2. Exhaustion of Leave Credits 

 

When an employee has exhausted all leave credits and encounters a need to be 

absent from work due to emergency situations (e.g. sickness, death of relatives, calamities), 

the employee must nonetheless notify the IPODD and his/her immediate superior of the 

cause of the absence on the day it is incurred. Failure to do so, unless for highly meritorious 

reasons, may result in administrative sanctions. 

 

Upon reporting for work, the employee shall submit a written explanation of his/her 

absence and may attach supporting documents/certificates to support the explanation. The 

explanation shall be submitted to the VP concerned through the IPODD. The VP shall then 

determine the merit of the excuse. If the reason/s for absence is meritorious, the employee 

shall be considered excused, however appropriate deductions in pay shall be made in light 

of the exhaustion of leaves. If the reason/s is not found meritorious by the VP concerned, 

the employee may be considered AWOL with the imposition of the appropriate penalties 

and the deduction of the absence/s from the compensation of the employee. 

  



 
Chapter V 

Administrative Actions 
 

A. List of Offenses and Penalties 
 

 Concomitant to the authority of the University to promulgate rules and regulations that will 
govern the conduct of its personnel, the following offenses are enumerated and any violation 
thereto shall subject an employee to a penalty of reprimand, suspension, or dismissal from 
employment. 
 

1. Simple Tardiness – Simple tardiness is being tardy three times within one (1) month. 
  
  Penalty – 1st Offense – Warning 
                   2nd Offense – Written reprimand 
      3rd and succeeding offenses – Maximum of three (3) days  
     suspension without pay. 
 

2. Habitual and/or Gross Tardiness – Habitual tardiness is the commission of at least three (3) 
simple tardiness within a period of five (5) months or less. Gross tardiness is incurring an 
accumulated tardiness of one (1) hour or more within one (1) calendar month. 

   
 Penalty – 1st offense – Three (3) days suspension without pay 
   - 2nd offense – One (1) week suspension without pay 

- 3rd offense – Two (2) weeks suspension without pay and reduction in salary 
to the next lower step 

   - 4th offense – Dismissal 
 

NOTE: In counting the number of times an offense is committed, all offenses 
committed within three years from the most recent commission shall be 
counted. 

 
3. Dress Code Violation – inexcusable failure to wear the proper uniform or dress code 

and/or University identification card while on campus. Failure to wear the proper dress 
code for official functions of the University shall likewise be punished in accordance with 
this provision. 

  
  Penalty – 1st Offense – Warning 
      2nd Offense – Half-day (1/2) salary deduction 
      3rd Offense – One (1) day salary deduction 
      4th Offense – One (1) day suspension without pay 
       5th Offense – Three (3) day suspension without pay 
      6th Offense – Five (5) day suspension without pay 
 

4. Absence Without Official Leave (AWOL) 
 
 AWOL is the unauthorized failure of an employee to report for work on a day on which 

he/she is required. AWOL also consists of any f the following: 
 

4.1 Failure of the employee to notify his/her immediate head and/or the IPODD of 
his leave of absence/s; 



 
4.2 Failure of the employee to secure application for leave upon reporting to work; 
4.3 Inexcusable failure of the employee to return the application for leave within two 
(2) working days from the date of issuance of the same; 
4.4 Upon disapproval of leave/s; and 
4.5 Leaving campus premises within official office hours without authority or prior 
approval from the Vice-President concerned. 

 
Penalty – 1st Offense – Written reprimand with counseling with the Compensation 

and Benefits Administration Officer 
- 2nd Offense – Three (3) days suspension 
- 3rd Offense – One (1) week suspension 
- 4th Offense – Two (2) weeks suspension 

 
5. Gross AWOL – the accumulation of five (5) AWOL regardless of the period in which they 

are incurred or three (3) AWOL within one (1) semester. 
 
 Penalty – Two (2) weeks suspension to dismissal 
 

6. Abandonment of Work – Absence without permission for at least seven (7) calendar days. 
 Resignation, if approved, shall be considered abandonment when the employee incurs the 

absence provided herein. 
 
 Penalty – Dismissal and forfeiture of all unclaimed salaries and benefits. 
 

7. Acts of negligence in the performance of duties or in the care and use of school 
properties. 

 
7.1 Simple negligence – the failure to observe the degree of diligence required in the 

performance of duties or in the care and use of school properties resulting in damage. 
 

Penalty – written reprimand to suspension and reparation for damage caused to 
school property. 

 
7.2 Gross Negligence – the blatant and/or habitual disregard to perform the degree of 

diligence required in the performance of duties or in the care and use of the school 
properties resulting in damage. 
 

 Penalty – Two (2) weeks suspension to dismissal and reparation for damage caused to 
school property. 

 
8. Disobedience to lawful and/or reasonable instructions and orders of school authorities. 

 
8.1 Insubordination – the  failure to comply with the reasonable instructions and orders of 

\school authorities within the period prescribed. 
 

       Penalty – Written reprimand to one (1) week suspension without pay. 
 
 
 



 
8.2 Willful Disobedience – The blatant and/or habitual disregard to lawful orders of 

superiors or of published University rules and regulations. 
 
        Penalty – One (1) month suspension without pay to dismissal. 
 

9. Dishonesty related to official duties and responsibilities such as but not limited to lying 
to a superior, making a false report/statement or malicious failure to divulge information 
that an employee has a duty to report. 

  
 Penalty – Two (2) weeks suspension to dismissal. 
 

10. Forging, altering, falsifying, or misusing University documents, record, or credentials 
knowingly furnishing, or using false or forged documents or information in connection 
with official University transactions, proceedings, investigation. 

  
 Penalty – Dismissal 
 

11. Maliciously making statements or knowingly publishing information prejudicial to the 
interest and reputation of the University, its officials, faculty members, personnel or 
students. 

 
 Penalty – One (1) week suspension without pay to dismissal. 
 

12. Unauthorized use of the name of Northwestern University in any ticket, invitation, 
program, announcement or in similar printed matters or transactions. 

 
 Penalty – One (1) week suspension without pay to dismissal.  
 

13. Unauthorized collection or solicitation of money or gifts from any students, personnel, 
faculty member or University officials without the approval of the President. 

 
 Penalty – Dismissal 
 

14. Soliciting or accepting a bribe or incentive in consideration of any act related to his office 
or position in the University. 

 
 Penalty – Dismissal 
 

15. Production, possession, distribution, publication, exhibition and dissemination of 
literature, films, prints, plays or similar forms which are offensive to morals, contrary to 
law, public order, good customs, and University policies. 

 
 Penalty – One (1) month suspension without pay to dismissal. 
 

16. Engaging in dishonorable, lewd, indecent, obscene, or immoral conduct. 
 
 Penalty – Dismissal  
 
 
 



 
17. Misappropriation and/or conversion of funds that have come to the possession of the 

employee by virtue of his official function or position. 
 
 Failure to produce or liquidate the amount when required shall be considered as prima 

facie evidence of misappropriation and/or conversion 
 
 Penalty – One (1) month suspension without pay to dismissal. 
 

18. Possession of any explosive, firecracker, or any kind of deadly weapon such as, but not 
limited to, guns, knives, and darts on campus premises or during University functions 
without authority or permission from proper University official/s. 

 
 Penalty – One (1) month suspension without pay to dismissal. 
 

19. Possession or consumption of any intoxicating beverage or prohibited substance within 
the university premises or during university functions unless authorized by the proper 
University official/s. Entering the campus or attending an official University function in a 
state of intoxication is likewise penalized. The maximum penalty shall be imposed for 
distribution of such substance. 

 
 Penalty – One (1) week suspension without pay to dismissal.  
 

20. Unauthorized use or removal of university equipment, supplies, products, vehicle and the 
like. 

 
 Penalty – written reprimand to dismissal. 
 

21. Gross misconduct against any student, faculty or personnel, or University authorities, 
such as, but not limited to, disrespecting, shouting, cursing, defaming, or making threats 
of acts amounting to a crime within the University campus or during University 
functions. 

 
 Penalty – One (1) week suspension without pay to dismissal.  
 

22. Physical assault committed upon any student, faculty or personnel, or University 
authorities. 

 
 Penalty – Dismissal 
 

23. Theft committed against any person within the university premises or during University 
functions. 

 
 Penalty – Dismissal with restitution 
 

24. Leading, instigating, inducing others to hold illegal strikes or similar concerted activities, 
or participating thereof resulting in the stoppage of classes or disruption of the operation 
of the University. 

 
 Penalty – Suspension for 15 days to dismissal 
 



 
25. Commission of any other act that causes prejudice to the name and reputation of the 

University and/or to the welfare of the same as well as its employees and students. 
 
 Penalty – one (1) week suspension without pay to dismissal 
 
 Note: When the violation calls for a suspension for any period of time and the offender is a 
probationary/casual/contractual employee, the University shall have the prerogative to deny 
renewal of the contract. 

 
B. PROCEDURE IN RESOLVING ADMNISTRATIVE COMPLAINTS 

 
Concomitant to the authority of the University to promulgate rules and regulations that will 

govern the conduct of its personnel, the following procedure are heretofore established in the 
observance of due process upon University employees prior to the imposition of any sanction. 

 
The jurisdiction or authority of the University to subject an employee to administrative 

discipline shall not be limited to violations committed within the University premises, but also to 
offenses committed outside the school and beyond school hours, provided: (1) The violation of 
school policies or regulations occurs in connection with a school-sanctioned off-campus activity; or 
(2) The misconduct of the employee affects the good name or reputation of the University. 

 
The procedure for resolving administrative complaints is as follows: 

 
 Preliminary Procedure 

1. All complaints against any university personnel for the violation of any of the offenses 
punished under the Faculty and Administrative Manuals shall be filed or endorsed to the 
IPODD for action. However, if a complaint is addressed to any other officer or head of office, 
it shall be the duty of such person to forward the complaint to the IPODD through the 
proper channels. 
 

2. The IPODD Director shall determine whether the acts complained of are punishable under 
the University rules and regulations and whether the person complained of is probably 
guilty thereof. In this regard, the IPODD may summon persons and obtain their statements 
and other evidence. The IPODD Director shall ensure that all evidence produced is properly 
documented or stored. 
 

3. The IPODD Director may seek the assistance of the Legal Officer in determining whether the 
acts complained of constitute a violation of university rules and regulations and the 
probability of guilt of the person subject of the complaint. 

 
4. If the acts alleged in the complaint pose a physical threat to the safety of the complainant or 

may cause substantial disturbance to the ordinary operations of unit/s of the university, and 
probable cause is found, the IPODD may recommend the imposition of preventive 
suspension upon the personnel subject of the complaint, which shall not exceed fifteen (15) 
days. Such recommendation shall be submitted to the President through the VP for 
Administration. Only the President, or his/her designate, may issue the order for preventive 
suspension. 

 
5. The result of the investigation, whether there is a finding of probably cause or not, shall be 

reported to the VP for Administration. The report shall include all the evidence collected. 



 
The report shall be submitted no later than five (5) days from the filing of the initial 
complaint. 

 
6. If there is no finding of probable cause on the part of the IPODD Director and the VP for 

Administration concurs, the complaint shall be dismissed. If the IPODD Director finds 
probable cause, the VP for Administration shall endorse the report to the President with his 
recommendation. The President shall determine whether the case merits elevation to the 
Efficiency and Separation Board. 
 
 
Procedure Before the Efficiency and Separation Board 

1. The VP for Administration shall recommend the composition of the Efficiency and 
Separation Board (ESB), which shall be chaired by a member of the Philippine Bar, or, in the 
absence of the same, a Bachelor of Laws degree holder. The members of the ESB shall be the 
immediate office head of the respondent, the IPODD Director, a NUEA representative and 
an ad hoc member. A secretary may be designated from among the members or as an 
additional staff of the ESB. 
 

2. The Chairperson shall issue the orders and processes of the ESB and shall determine the 
flow and propriety of the proceedings and pleadings of the parties. The ESB, as a body, is 
tasked with the determination of the guilt or innocence of the respondent and the 
recommendation of the proper penalty to the President. As such, it shall be necessary that at 
least a numerical majority of all the members of the ESB be present to conduct hearings and 
deliberations. 
 

3. Immediately upon receipt of the approval of the composition of the ESB, the Chairman shall 
issue the summons upon the respondent detailing the acts complained of constituting the 
violation, giving the respondent five (5) days from receipt to file his/her answer to the 
complaint, failure of which shall be construed as a waiver of the right to be heard, and 
advising the respondent of the right to legal counsel for the proceedings. 

 
4. The respondent shall file his answer within five (5) days from receipt of the summons. If no 

such answer is file, the respondent shall be considered to have waived his/her right to be 
heard. However, the respondent shall be furnished notices of the proceedings of the ESB. 
Furthermore, if the respondent, after having been considered to have waived his right to be 
heard, appears before the ESB giving a sufficient reason for his/her failure to file an answer, 
the ESB shall allow the respondent to fully participate in the proceedings, provided it shall 
not unduly delay the proceedings. Finally, if the respondent fails or refuses to file an answer, 
he shall be considered to have denied the allegations of the complaint. 

 
5. Upon receipt of the answer, or, in case of non-filing of the answer, the lapse of the five (5) 

days within which to file the same, the ESB shall consider the issues joined and shall issue 
the notice of hearing, which shall be no more than three (3) days from the issuance of the 
notice. The ESB shall continually hold hearings until all the evidence is received. All 
hearings should have been held within two (2) weeks from the date of the initial hearing. 
 

6. The conduct of the hearing shall be as follows: 
a. The complainant(s) present(s) his witnesses and evidences to support the charge; 
b. The respondent(s) present(s) his witnesses and evidences to controvert the accusations; 



 
c. The committee, in its discretion, may dispense with the hearing and require the parties 

to submit their written pleadings; 
d. When the respondent(s) admit(s) the act or omission charged in the complaint but 

interposes an affirmative defense, the order of the hearing may be modified; 
e. No cross-examination shall be conducted, however, the ESB and the parties may raise 

clarificatory questions, which shall be posed to the witness only by the ESB if found to be 
meritorious; 

f. Upon admission of the evidences and pleadings of the parties, when required, the case 
shall be deemed submitted for decision. 

 
7. Within three (3) days after the termination of the hearings, the ESB shall convene to 

deliberate on the merits of the case determining the guilt or innocence of the respondent. If 
the respondent is found guilty, the ESB shall determine the appropriate penalty in 
accordance with the prescribed penalties in this chapter or in other pertinent laws. The 
chairperson and members shall be entitled to one vote each in the determination of these 
issues and a majority vote of those present during deliberations shall be required to sustain 
the decision. 
 

8. Upon reaching a decision, the Chairman shall be responsible for the drafting of the 
resolution of the case, or to any member who voted with the majority decision, provided 
that such member is a member of the Philippine Bar or is a holder of a bachelor of laws 
degree. The resolution shall be submitted to the Office of the President within three (3) days 
from termination of deliberations for approval. 
 
Appeal to the Board of Directors 

1. The respondent(s) may appeal an order of dismissal to the Board of Directors within three 
(3) days from receipt of the decision, otherwise the same shall become final and executory. 
 

2. The disposition of the case before the Board of Directors shall be disposed in accordance 
with its own rules, regulations and procedures that it may promulgate. 
 
Due process of law shall be observed in the disposition of all cases. In the imposition of the 

appropriate penalty, these circumstances shall be considered: (1) gravity of the offense, (2) 
frequency of the offender in committing infractions of University policies, (3) surrounding incidents 
in the commission of the offense, and (4) perversity of the offender in committing the wrongful act. 
 

C. University Arbitration Procedure 
 

The University Arbitration Procedure aims to provide the University employee with the 
means of settling complaints or alleging wrongs regarding the enforcement of university personnel 
policies and the terms and conditions of employment. This is in consonance with Section 97 of the 
Manual of Regulation for Private Schools, to wit: 
 

“Every private school shall provide for amicable internal procedures or remedies, 
including provisions for voluntary arbitration, as a preferable measure in the 
settlement of any move, dispute, or grievance arising from employment relations.” 

 
This is a formal procedure that ought to be utilized only when efforts to settle alleged 

wrongs informally failed. 
 



 
1. An employee who feels that he has been directly wronged in connection with the rights 

accruing to him as an employee may make an oral or a written complaint to his immediate 
head, which the latter must resolve within forty eight (48) working hours after the filing of 
the complaint. 

 
2. The employee may elevate his complaint to the department head, dean or director if the 

former is not satisfied with the resolution of the same. The dean or the director concerned 
must ascertain that the employee took prior recourse with his immediate head before the 
complaint is submitted for his consideration. The complaint shall be resolved within forty 
eight (48) working hours after the filing of the complaint. 

 
3. Should no final settlement is reached within the dean’s or director’s level, the case shall be 

submitted to the VP for Administration, for non-academic personnel, for consideration. The 
written complaint should be accompanied with the resolutions made by the dean or 
director, and immediate head of the complainant. 

 
4. The VP concerned shall endeavor to provide a reasonable decision to the case before 

constituting the Arbitration Committee within three (3) working days after receipt of the 
complaint. The composition of the Arbitration Committee is the Vice President concerned, 
the IPODD Director, the University Legal Officer, the NUEA President or his authorized 
representative, and the arbitrator chosen by the complainant who is a University employee.  

 
5. Should any member find it necessary to clarify some of the issues, he may require the 

complainant to submit additional evidence and present his witnesses. The arbitration 
hearings shall be conducted within ten (10) working days. 

 
6. The findings and resolutions of the Arbitration Committee shall be final and not subject to 

appeal. 
 

 

  



 
Chapter VI 

Termination of Employment 
 

This policy is designed to ensure that Northwestern University complies with legal and 
institutional requirements when determining whether the employment of personnel should be 
terminated. All terminations of employment shall be in accordance with the guidelines herein 
provided. 
 

A. Termination By Expiration of Contract 
 

Upon the expiration of a contract, the employment of contractual employees is immediately 
terminated without need for notice of termination for its validity. However, in order to determine 
whether such contract shall be renewed or if the employee concerned shall be regularized or made 
permanent, the IPODD issues a memorandum reminding the employee concerned of the expiration 
date of the contract. The contractual employee may then either notify IPODD of the intention not to 
renew the contract or secure the necessary recommendations to request for continued employment. 

The specific treatment for the employees are detailed as follows according to the status of 
their employment: 

1. Contractual/Casual Employees 
Employment of contractual/casual employees shall automatically be terminated upon the 

lapse of the period indicated in the contract or the accomplishment of the specific undertaking 
therein. 

2. Learners 
Employment of learners shall be terminated upon the expiration contract and the failure of 

the employee to attain the desired performance evaluation or failure to learn the specific skill 
involved in the assigned position. 

 
B. Termination By Resignation 

 
Resignation of non-academic personnel must be submitted for approval by the President 

through the IPODD and the VP concerned thirty days (60) prior to date of effectivity subject to the 
submission of a duly accomplished clearance form. 

 
 

C. Termination By Retirement 
 
Unless a company retirement plan is adopted by the University, R.A. No. 7641 governs the 

retirement of its employees. 
 
1. An employee may retire from service once he/she reaches the age of sixty or older and 

has rendered at least five (5) years of service to the University. 
 

2. Upon reaching the age of sixty-five (65), an employee shall be compulsorily retired 
whether or not he/she has rendered five (5) years of service to the University. Such 
employee may however be re-hired on a contractual basis only. 

 
D. Termination By Dismissal for Just and/or Authorized Causes 

  
The Labor Code provides for the just causes for the dismissal of erring personnel. Such 

termination must be attended by due process, otherwise it shall be considered as null and void. The 



 
Labor Code provides as follows: 

 
ART. 282. TERMINATION BY EMPLOYER. – An employer may terminate an 
employment for any of the following causes: 
(a) Serious misconduct or willful disobedience by the employee of the lawful orders 

of his employer or representative in connection with his work; 
(b) Gross and habitual neglect by the employee of his duties; 
(c) Fraud or willful breach  by the employee of the trust reposed in him by his 

employer or duly authorized representative; 
(d) Commission of a crime or offense by the employee against the person of his 

employer or any immediate member of his family or his duly authorized 
representative; and 

(e) Other causes analogous to the foregoing. 
 

Apart from the just causes, the employment of personnel may also be terminated for 
authorized causes as provided by Art. 283 of the Labor Code enumerated as follows: 

 
1. Installation of labor saving devices 
2. Redundancy 
3. Retrenchment 
4. Closure of the establishment 
5. Cessation of operations 

 
In addition to the Labor Code, the Commission on Higher Education saw fit to provide other 

just and authorized causes for termination of personnel in educational institutions to protect the 
interests of the public as well as the students and other employees in education. Section 121 of the 
MORPHE of 2008 provides: 

 
Section 121. Causes of Terminating Employment. In addition to the just causes 
enumerated in the Labor Code, the employment of personnel in a higher education 
institution may be terminated for any of the causes as follows: 

 
1) Gross misconduct, such as, but not limited to, giving of grades to a student in a 

subject not based solely on scholastic records; contracting loans from students or 
parents; use of cruel punishment, insubordination. 

 
2) Gross inefficiency and incompetence in the performance of duties such as, but 

not limited to failure to cope with the reasonable standard of efficiency and 
competence of the institution; habitual absences and tardiness from classes and 
willful neglect of employment or assignment. 

 
3) Tampering or falsification of, or negligence in keeping school or student records 

including unreasonable delay in the submission of student grades; 
 
4) Conviction of a crime, or an attempt on, or a criminal act against the life of any 

school official, personnel, or student, or upon the property or interest of the 
institution; 

 
5) Being notoriously undesirable; 
 



 
6) Disgraceful or immoral act inside or outside the school campus, or in the case of 

institutions established by a religious order or foreign mission board, conduct 
contrary to the teaching of that religious sector operating the institution; 

 
7) The sale of tickets or the collection of any contribution in any form or for any 

purpose or project whatsoever, whether voluntary or otherwise, from students 
and school personnel; 

 
8) Voluntary or request for de-loading of teaching units to less than the required 

minimum teaching assignment for full-time academic personnel as fixed by the 
school; 

 
9) In the event of phasing out, closure or cessation of the higher education program 

or of the institution itself; and 
 
10) Other causes analogous to the foregoing as may be provided for in the policies 

and regulation of the Commission or of the institution, or in a collective 
bargaining agreement. 

 
A higher education institution may provide for additional grounds for termination in 
accordance with its institutional policies, rules and regulations. 


