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POLICY ABSENTEEISM AND TARDINESS

CSC MEMORANDUM CIRCULAR NO. 04, January 22, 1991
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The Civil Service Commission, pursuant to its mandate as the central personnel agency of the government, hereby
promul gates the following guidelines and rules on absenteeism and tardiness:

- Habitual Absenteeism

1.An officer or employee in the civil service shall be considered habitually absent if he incurs unauthorized
absences exceeding the allowable 2.5 days monthly leave credit under the leave law for at least three (3) months
in a semester or at least three (3) consecutive months during the year;

2.In case of claim f ill health, heads of department of agencies are encouraged to verify the validity of such claim
and, if not satisfied with the reason given, should disapprove the application for sick leave. On the other hand,
cases of employees who absent themselves from work before approval of their application should be disapproved
outright; and,

3. Inthe discretion of the Head of any department, agency or office, any government physician may be authorized
to do a spot check on employees who are supposed to be on sick leave. Those found violating the leave laws, rules
or regulations shall be dealth with accordingly by filing appropriate administrative cases against them.

- Habitual Tardiness — Any employee shall be considered habitually tardy if he incurs tardiness, regardless of the
number of minutes, ten (10) times a month for at least (2) months in a semester or at least two (2) consecutive
months during the year.

- Sanctions — (1) The following sanctions shall be imposed for violation of the above guidelines:

a. for the first violation, the employee, after due proceedings, shall be meted the penalty of 6 months and 1 day to
1 year suspension without pay;

b. for the second violation, and after due proceedings, he shall be dismissed from service.

Reports on punctuality and attendance of all employees should be submitted to the Personnel Office or
Administrative Officer of every department or agency not later than two (2) weeks after the end of every semester
(June and December).

Heads of Department or Agencies shall oversee the strict implementation of this Circular and may prescribe their
own interna rules and regulations in the use of bundy clock, logbook, pass slip, and/or application for leave of
absence.

Adopted: 22 Jan. 1991
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(SGD.) PATRICIA A.STO. TOMAS

Chairman

© 2026 batas.org - Philippine Bar Review & Law-School Companion Page 2 of 3
Bar review courses, mock exams and a study planner that keeps you on pace - batas.org



BATAS.org - Philippine Law Library CSC MEMORANDUM CIRCULAR NO. 04, January 22, 1991

Study smarter at BATAS.org

The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippinelaw library - freefor everyone.

More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came fromit.

Audio case-brief lectures.

Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.

Complete, sequenced courses for al eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

Thefull law-school curriculum.

One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock examsthat tell you whereyou stand.

Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keepsyou on pace.

Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org

The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.

© 2026 batas.org - Philippine Bar Review & Law-School Companion Page 3 of 3
Study hands-free: podcast-style lessons with read-along highlighting - batas.org



