COMPANY HANDBOOK


PERSONNEL POLICY AND PRACTICE

This Handbook contains the rules, regulations and policies of ABC CORPORATION. All employees are expected and required to know, understand and strictly observe these policies.


ARTICLE – I
CLASSIFICATION OF EMPLOYEES


Section 1. Classification of Employees.

Employees of the Company may be classified as follows:

a) Fixed-Term Employee – an employee hired for a specific period, project, undertaking, or engagement, the duration and completion of which are determined at the time of hiring. Upon the expiration of the fixed term stated in the employment contract, the employment shall automatically end without need of further notice, unless renewed or extended by the Company in writing.

b) Probationary/Trainee Employee – a newly hired employee whose work, conduct, attendance, attitude, efficiency, and overall performance are under observation and evaluation. A probationary employee must comply with the reasonable standards made known by the Company at the time of engagement or during the probationary period.

c) Regular Employee – an employee who has successfully passed the probationary period, or who is allowed to work after the probationary period, and whose employment is necessary or desirable to the usual business or trade of the Company.

d) Project-Based Employee – an employee hired for a specific project or undertaking, the completion or termination of which has been determined at the time of engagement. Employment shall end upon completion of the project or phase thereof for which the employee was hired.

e) Seasonal Employee – an employee hired to perform work or services which are seasonal in nature and whose employment is for the duration of the season.
f) Part-Time Employee – an employee engaged to work for less than the normal working hours or workdays required by the Company. Part-time employees shall be entitled to wages and benefits in accordance with law, their employment agreement, and Company policy.

g) Casual Employee – an employee engaged to perform work or services which are not usually necessary or desirable in the usual business or trade of the Company, unless such employee has rendered at least one (1) year of service, whether continuous or broken, with respect to the activity for which he/she is employed.
      
Section 2. Probationary Employment.

A probationary employee shall be subject to a probationary period not exceeding six (6) months from the date of hiring, unless a longer period is allowed by law or is covered by an apprenticeship or training agreement.

During the probationary period, the Company shall evaluate the employee based on reasonable standards, including but not limited to:

a) quality of work;
b) efficiency and productivity;
c) attendance and punctuality;
d) attitude and professionalism;
e) compliance with Company rules and instructions;
f) honesty and trustworthiness;
g) ability to work with co-employees, clients, and customers; and
h) overall fitness for the position.

A probationary employee who fails to meet the standards of the Company may be separated from employment after observance of applicable requirements.

Section 3. Regularization.

A probationary employee who satisfactorily meets the standards of the Company and is allowed to continue working after the probationary period may be considered a regular employee.

Regularization shall not prevent the Company from imposing disciplinary action, reassignment, transfer, or termination for just or authorized causes, subject to due process and applicable law.

Section 4. Employment Contract.

All employees shall be required to sign an employment contract, appointment, or engagement document stating the terms and conditions of employment, including position, compensation, work assignment, employment status, and other applicable conditions.

The employment contract shall be read together with this Handbook, Company policies, and applicable labor laws.

Section 5. Change in Classification.

The Company may change, update, or confirm the classification of an employee depending on the nature of the work, duration of engagement, business requirements, performance, and applicable law.

Any change in classification shall be documented in writing when necessary.

Section 6. No Implied Regularization for Fixed-Term or Project-Based Employment.

Fixed-term, project-based, seasonal, casual, or part-time employment shall not automatically become regular employment solely by reason of renewal or continued engagement, unless the facts and applicable law show that the employee has become regular.

The Company shall determine the proper classification based on the nature of the work, duration of engagement, and applicable labor laws.

Section 7. Company Standards.

All employees, regardless of classification, shall comply with this Handbook, Company policies, lawful orders, work standards, attendance requirements, confidentiality obligations, and rules on proper conduct.

Violation of Company rules may subject the employee to disciplinary action, regardless of employment classification.


ARTICLE – II
DAYS AND HOURS OF WORK, 
ATTENDANCE AND PUNCTUALITY

Section 1. Days and Hours of Work.

a.) Hours of Work

The normal hours of work of the employee shall be from eight (8) hours a day. At all times, the employer shall observe proper compensation required by labor laws regarding working hours.

The Office opens from __ am to __ pm. The employer has the discretion to schedule the employee’s working hours anytime between said period, subject to proper compensation as provided under the law.


b.) Work Week.

Employees shall report for work six (6) days a week, which may be any day from Monday to Sunday, in accordance with the working hours/shift to which employee may be assigned or transferred or reassigned from time to time at the sole discretion of the employer.


Section 2. Attendance and Punctuality.

a.) All employees are obliged to report for work on time.

b.) The following shall be the effects of an employee’s failure to report for work on time:

i.  Each fifteen (15) minute tardiness and the remaining fraction thereof shall be considered as late.  

ii.  If an employee is tardy for more than two (2) hours, he/she shall be reprimanded for the first offense. 

iii.  Tardiness exceeding four (4) hours shall be considered as an absence.

iv.  If an employee incurs unexcused absences of five (5) consecutive days, or seven (7) days within a thirty (30) day period, the Company may terminate his/her employment.

v.  In any of the above cases, the employee shall be compensated only for the actual hours worked. 
	
c.) An employee is allowed an accumulated time of two (2) hours tardiness during the 15-day pay period of each month. If the employee exceeds this limit he or she shall be subject to disciplinary action as follows:

First Offense	–  Official Reprimand

Second Offense    	–  Suspension for three (3) days without pay

Third Offense        	–  Suspension for six (6) days without pay

Fourth Offense     	–  Dismissal  


d.) UNDERTIME – no employee shall be allowed to leave his work before   rendering his required daily working time without the approval of the employer or the employee’s immediate superior. An employee who shall leave his/her work before rendering the required daily working time shall be subject to the appropriate hourly deduction in his/her salary. Undertime of less than an hour constitutes an ordinary offense, while undertime more than an hour is considered a serious offense

e.) Recording of attendance - all employees are required to register and sign his/her name at the Company’s attendance logbook during the workday, 3 times as follows:

i.) Upon entering the Office; 
ii.) At 12:00 Noon;
iii.) Upon leaving the Office.

An employee who fails to register in any of the three (3) periods above shall suffer half to a whole day salary deduction as the case may be.

Section 3. Absences.
       
a) An employee is considered absent if he /she fails to report for work. 
b) An employee is also considered absent if he/she is late for more than four (4) hours.
c) An Employee who is absent is not entitled to any compensation except if qualified for sick/vacation leave and has validly complied with the requirements under ___ hereof, or as provided for under the law.
d) Procedure:

i. An employee who cannot report for work shall notify the employer of such intention to absent preferably the day before the intended absence and in no case later than 6:00 AM on the date of employee’s date of absence, stating the reasons thereof.

ii. The employee, on the day he/she reports back for work, shall immediately submit to employer or his authorized representative a handwritten letter containing the following information: a) date of letter; b.) date of absence; c.) reason for absence, d.) to whom employee asked permission from. Failure to comply with the foregoing shall be tantamount to an ordinary offense.

Section 4. Overtime.
An employee cannot render overtime work without the consent of the EMPLOYER. For all overtime work, Employee shall be entitled to the corresponding overtime pay.

Section 5. Sick and Vacation Leave 

a.) Employee, after rendering one (1) year of service, shall be entitled to a yearly sick/vacation leave of seven (7) days with pay. 

b.)	In case an employee wants to avail of his/her vacation leave, he or she must first notify employer in writing of his/her date of intended vacation leave at least seven (7) days before date of leave. Actual date of vacation leave shall be subject to the approval of employer.

c.)	In case of sick leave, employee must notify the employer or his authorized representative, not later than 6:00 AM on the date of employee’s sick leave that employee will not be able to report for work, stating the reason thereof which must strictly be due to physical illness. employee, on the day he/she reports back for work, shall immediately submit to employer or his authorized representative a handwritten letter containing the following information: a) date of letter; b.) date of sick leave; 

d.) reason for sick leave, d.) to whom employee asked permission from. If employee fails to comply with the requirements of this paragraph, employee’s sick leave shall be considered as absent without pay. employer may require the presentation of a medical certificate.

e.)	Vacation/Sick leave is non-cumulative. 

f.)	Vacation/Sick leave is not convertible to cash. 


ARTICLE III
COMPENSATION, BENEFITS, AND WAGE COMPUTATION

Section 1. Payment of Wages.

The Company shall pay employees their wages in accordance with their employment agreement, applicable wage orders, labor laws, and Company policy.

Wages shall be paid on the scheduled payroll dates designated by the Company. If the scheduled payroll date falls on a non-working day, holiday, or banking day suspension, the Company may release the wages on the preceding or succeeding working day, as may be practicable.

Section 2. Mode of Payment.

Wages may be paid through cash, check, bank deposit, electronic transfer, payroll account, or any other lawful mode of payment adopted by the Company.

Employees shall be responsible for providing accurate bank account or payment details, when applicable. Any change in such details must be promptly reported to the Company.

Section 3. Payroll Period.

The Company shall determine the applicable payroll period, whether weekly, semi-monthly, monthly, or such other lawful payroll arrangement.
The computation of wages, benefits, deductions, absences, tardiness, undertime, overtime, holiday pay, and other compensation shall be based on the applicable payroll cut-off period adopted by the Company.

Section 4. Government-Mandated Benefits.

The Company shall comply with applicable laws on SSS, PhilHealth, Pag-IBIG, 13th month pay, service incentive leave, and other mandatory benefits.

The employee’s share in government-mandated contributions shall be deducted from the employee’s wages, while the Company shall remit the employer’s share in accordance with law.

Section 5. Statutory Deductions and Authorized Deductions.

The Company may deduct from the employee’s wages amounts required or authorized by law, including but not limited to withholding tax, SSS, PhilHealth, Pag-IBIG contributions, and other lawful deductions.

Other deductions, such as cash advances, loans, accountabilities, shortages, loss or damage to Company property, or other obligations, may be deducted only when authorized by law, agreement, or written consent of the employee, and subject to applicable labor regulations.

Section 6. Overtime, Holiday, Rest Day, and Night Shift Pay.

The Company shall pay the applicable overtime pay, premium pay, holiday pay, and night shift differential in accordance with law.
For purposes of computation:

Basic Hourly Rate = Daily Basic Wage ÷ eight (8) hours

The applicable percentage rate may be multiplied directly to the Basic Hourly Rate, or manually computed by applying each multiplier separately. Both methods shall result in the same amount.

Example:
Basic Hourly Rate × 185.9% × number of hours is the same as:
Basic Hourly Rate × 130% × 110% × 130% × number of hours

Section 7. Prior Approval of Overtime Work.

No employee shall render overtime work without prior authority or approval from the Company, immediate superior, or authorized representative.

Unauthorized overtime work shall be subject to verification and approval before payment. The Company may disallow claims for overtime work that were not authorized, not necessary, or not supported by official records.

Section 8. Night Shift Differential.

Employees who render work between 10:00 p.m. and 6:00 a.m. shall be entitled to night shift differential in accordance with law. Night shift differential shall be computed only for the actual number of hours worked within the covered period.

Section 9. Holiday Pay and Premium Pay.

Employees shall be entitled to holiday pay and premium pay in accordance with applicable labor laws, proclamations, wage orders, and Company policy. The Company shall observe the applicable rules on regular holidays, special non-working holidays, rest days, and overlapping holiday or rest day work.

Section 10. Tardiness, Undertime, and Absences.

Deductions for tardiness, undertime, and absences shall be computed based on the employee’s Basic Hourly Rate or applicable daily wage, subject to Company policy and applicable law.

Such deductions shall be reflected in the applicable payroll period.

Section 11. 13th Month Pay.

Rank-and-file employees shall be entitled to 13th month pay in accordance with law.

The 13th month pay shall be computed based on the employee’s basic salary earned during the calendar year, subject to applicable exclusions and government regulations.

Section 12. Salary Adjustments.

Salary increases, adjustments, allowances, incentives, commissions, or bonuses shall be subject to the discretion of the Company, unless otherwise required by law, contract, or written Company policy.

No benefit, incentive, allowance, or bonus shall be deemed demandable or vested unless expressly granted by law, contract, or written Company policy.

Section 13. Allowances, Incentives, and Bonuses.

The Company may grant allowances, incentives, commissions, performance bonuses, or other benefits as may be determined by Management.

Such benefits may be subject to conditions, performance standards, attendance requirements, sales targets, productivity, or other criteria set by the Company.

The Company reserves the right to modify, suspend, or discontinue discretionary benefits, subject to law and existing agreements.

Section 14. Cash Advances and Employee Loans.

Cash advances or employee loans may be granted only upon approval of the Company.

The employee shall sign the necessary acknowledgment, undertaking, or authorization for repayment. The Company may deduct the agreed installment or amount from the employee’s salary, final pay, or other amounts due, subject to applicable law.

Section 15. Payroll Disputes.

Employees shall immediately report any payroll concern, discrepancy, or question to the Company within a reasonable period from receipt of salary or payslip.

The Company shall review the concern and make the necessary correction, if warranted, in the succeeding payroll or such other reasonable period.
	
Section 16. Final Pay.

Upon separation from employment, the employee’s final pay shall be computed in accordance with law and Company policy.

Section 17. No Waiver of Legal Benefits.

Nothing in this Handbook shall be interpreted to reduce, waive, or defeat any minimum benefit granted to employees under existing labor laws. In case of conflict between this Handbook and applicable law, the law shall prevail.

Final pay may include unpaid salary, proportionate 13th month pay, unused benefits convertible to cash if applicable, and other amounts due, less lawful deductions, accountabilities, cash advances, loans, or other obligations.

Release of final pay shall be subject to completion of clearance and return of Company property, without prejudice to applicable labor laws.


ARTICLE – IV
CONDUCT IN THE OFFICE


Section 1. Rules.

a) Proper conduct and courtesy toward the customers, officers of the company and fellow employees should be observed at all times.

b) Discourtesy in dealing with customers, prospect or callers, whether within or outside the Office, shall be considered as a serious violation of the rules of the company.

c) Visitors – receiving private visitors during office hours, for reasons other than official business with the Company or personal emergencies, is strictly prohibited. Allowing visitors to enter the Office for any reason is a grave offence.

d) Loafing, Gossip and Idle Talk – loafing during office hours is strictly prohibited.  Gossip and idle talk should be avoided.

e) Cleanliness of Work Place – all employees should help in maintaining the cleanliness and orderliness of the Office.

f) Use of Telephone – in order to keep telephone lines free of business calls, employees are discouraged from making or answering personal telephone calls.  Personal calls which cannot be avoided, however, should be for the shortest possible time.

g) Use of Company Property – Employees shall use Company property, equipment, tools, supplies, documents, and facilities only for official business purposes. Unauthorized use, removal, damage, loss, or misuse of Company property shall be subject to disciplinary action.

h) Confidentiality – Employees shall maintain the confidentiality of all Company records, client information, business transactions, pricing, financial records, operational matters, and other information obtained by reason of employment. Unauthorized disclosure, copying, sharing, or use of confidential information is strictly prohibited.

i) Use of Computers, Internet, Email, and Office Systems – Company computers, internet access, email accounts, software, and other office systems shall be used primarily for official business purposes. Employees are prohibited from accessing, downloading, storing, transmitting, or distributing unlawful, offensive, pornographic, malicious, or unauthorized materials using Company systems.

j) Social Media Conduct – Employees shall not post, publish, or share confidential Company information, client information, internal matters, or statements that may damage the reputation of the Company, its officers, clients, or employees. Employees shall exercise prudence and professionalism in all social media activities, especially when such activities may affect the Company.

k) Professional Behavior – Employees shall conduct themselves with professionalism, honesty, respect, and integrity at all times. Any act of bullying, intimidation, harassment, discrimination, abusive language, or disrespectful behavior toward officers, clients, customers, co-employees, or third persons shall not be tolerated.

l) Personal Business During Office Hours – Employees are prohibited from engaging in personal business, outside work, selling, solicitation, online selling, or any activity unrelated to Company business during working hours, unless expressly authorized by the Company.

m) Conflict of Interest – Employees shall avoid any activity, transaction, relationship, or interest that may conflict with the interest of the Company. Employees shall not use their position, Company information, or Company resources for personal gain or for the benefit of another person or entity without authority.

n) Borrowing and Lending Money – Employees are discouraged from borrowing money from or lending money to co-employees, clients, customers, suppliers, or persons transacting with the Company, especially when such act may affect work relations, cause conflict, or damage the reputation of the Company.

o) Alcohol, Drugs, and Prohibited Substances – Employees shall not report for work under the influence of alcohol, dangerous drugs, or prohibited substances. Possession, use, sale, or distribution of prohibited drugs or similar substances within Company premises is strictly prohibited.

p) Workplace Safety – Employees shall observe all safety rules and shall avoid acts that may endanger themselves, their co-employees, clients, customers, or Company property. Any accident, injury, unsafe condition, or hazard must be immediately reported to the Company.

q) Dress Code and Grooming – Employees shall report for work in proper, clean, and decent attire appropriate to their position and the nature of the Company’s business. The Company may prescribe a uniform, dress code, or grooming standard as may be necessary.

r) Unauthorized Documents and Records – Employees shall not remove, alter, conceal, destroy, copy, photograph, or reproduce Company documents, files, records, or data without prior authority from the Company.

s) Compliance with Lawful Orders – Employees shall comply with lawful and reasonable instructions, work assignments, procedures, and policies issued by the Company, its officers, supervisors, or authorized representatives.

t) Respect for Clients and Third Persons – Employees shall treat all clients, customers, suppliers, visitors, and third persons with courtesy and respect. Any rude, disrespectful, threatening, or improper conduct toward them shall be subject to disciplinary action.

u) Data Privacy – Employees shall protect personal information, sensitive personal information, and confidential records handled in the course of employment. Unauthorized access, use, disclosure, copying, or sharing of personal data is strictly prohibited.

v) General Conduct – Any act or omission, whether committed inside or outside the workplace, which adversely affects the Company, its reputation, business operations, employees, clients, or customers, may be subject to disciplinary action, depending on the nature and gravity of the act.


ARTICLE - V
POLICY ON DISCIPLINARY ACTIONS



     Section 1. Types of Offenses.

a.) Offenses that call for disciplinary actions are classified into three (3) groups, namely:

GRAVE OFFENSES - Those that warrant a penalty of immediate dismissal on account of their graveness.

SERIOUS OFFENSES - Those that can be disciplined by suspension of six (6) days without pay with warning of dismissal for the First Offense and dismissal at the Second Time.

ORDINARY OFFENSES  - Those that are either grave nor serious in      nature and can disciplined by reprimand for the first time; suspension for one (1) day for the second time; three (3) days suspension for the third (3) time; six (6) days suspension with warning of dismissal for the fourth time; and dismissal for the fifth time.

 Section 2. Grave Offenses.

The following are grave offenses:

a) Inflicting bodily injury or assaulting other employees, except in self-defense.
 
b) Fighting, provoking or instigating a fight anytime within the company premises.

c) Attempting to take the life of an employee willfully or through gross negligence.

d) Sabotage or willful destruction of Company equipment or property.

e) Substituting or attempting to substitute company material or equipment with another of inferior or lesser value.

f) Unauthorized use of Company-owned or Customer-owned property.

g) Falsifying company records or submitting fraudulent reports or any work-related document. 

h) Giving false statements in the application form or personnel record and/or misrepresentation.  

i) Giving false testimony during an official investigation authorized by the company.

j) Obtaining or attempting to obtain company material through fraud.

k) Malversation or misappropriation of Company Funds.

l) Unauthorized carrying or concealing of deadly weapons within the company premises.

m) Stealing or attempting to steal from the company or from others in the Company premises.

n) Conviction of a crime involving moral turpitude as outlined in the revised penal code or other special laws.

o) Committing a crime defined by the Revised Penal Code or other Special Laws within company premises.

p) Refusal to submit to company authorized security personnel while in the performance of their assigned responsibilities.

q) Insubordination including willful and intentional refusal of employee to carry out any reasonable order, verbal or written or instruction given by his officer or to perform work designated.

r) Sexually harassing co-employee

s) Distributing or using subversive or pornographic materials within the premises.

t) Deliberately restricting production output.

u) Excessive unauthorized absences.  Six (6) consecutive unauthorized absences shall be considered abandonment of position.  

v) Possession and/or use of prohibited drugs like, shabu, marijuana, cocaine etc. 

w) All other analogous acts.


Section 3. Serious Offenses.

The following are serious offenses:

a) Threatening, intimidating, coercing or harassing a fellow employee or anybody on company premises at anytime.

b) Damaging company property through negligence.

c) Coming to work under the influence of intoxicating liquor or drug or drinking any alcoholic beverage within the premises anytime.

d) Smoking inside the premises.

e) Concealment of contagious diseases.

f) Using profane or obscene language or showing willful contempt to the employer, customers or co-employees.

g) Gambling within the company compound.

h) Holding unauthorized meeting anytime within the premises.

i) Failure to report to the employer or immediate superior beyond 24 hours any company accident or injury where he is directly involved.

j) All other analogous acts.


Section 4. Ordinary offenses.

The following are ordinary offenses:

a. Disorderly conduct inside the premises, including engaging in horseplay, running or throwing things around.

b. Not following proper procedures relating to storage, handling, and service of products, office materials, and other equipment.

c. Failure to maintain cleanliness in the Office.

d. Creating or contributing to unsanitary conditions of the surroundings.

e. Leaving work assignment during working hours or quitting work before time-off without permission of the supervisor.

f. Wasting time or loitering on company time.

g. Being habitually tardy or absent without previously approved leave.  For this purpose, an employee is considered habitually tardy should he incur more than five (5) tardiness or one hour late whichever comes first within a pay period.

h. Failure to return to work promptly upon expiration of leave of absence.

i. Sleeping during work hours.

j. Violating company published safety rules and regulation.

k. Non-submission of required reports on time.

l. Failure to punch time card.  Punching in/out beyond scheduled time required.

m. Mistakes due to carelessness.

n. Selling, soliciting or collecting contributions for any purposes whatsoever at anytime on company premises unless authorized by the company.

o. Inability to meet personal and financial obligation by borrowing from co-employees, supervisors and subordinates.

p. Discourtesy towards clients, officers of the company and fellow employees.


ARTICLE VI
ANTI-HARASSMENT, ANTI-BULLYING, AND SAFE WORKPLACE POLICY

Section 1. General Policy.

The Company prohibits all forms of sexual harassment, gender-based harassment, bullying, intimidation, discrimination, abusive conduct, or any act that creates a hostile, offensive, or unsafe working environment.

Section 2. Reporting.

Employees who experience or witness any act covered by this Article may report the matter to Management, their immediate superior, or any authorized representative of the Company.

Section 3. Investigation.

All complaints shall be handled with fairness, confidentiality, and prompt action. The Company shall conduct an appropriate investigation and shall give the concerned parties reasonable opportunity to be heard.

Section 4. Disciplinary Action.

Any employee found to have committed harassment, bullying, discrimination, or analogous acts shall be subject to disciplinary action, including dismissal, without prejudice to other legal remedies.


ARTICLE VII
PROCEDURE FOR TERMINATION OF EMPLOYMENT

Section 1. General Policy.

The Company shall observe due process in all cases involving termination of employment. No employee shall be dismissed from employment except for just or authorized cause and only after compliance with the requirements of law.

Termination of employment may be based on:

a. Just Causes, or causes attributable to the fault, misconduct, or negligence of the employee; or

b.  Authorized Causes, or causes allowed by law due to business necessity, closure, redundancy, retrenchment, installation of labor-saving devices, disease, or other lawful grounds.

The Company shall ensure that termination shall be carried out with fairness, proper documentation, and compliance with the Labor Code, its implementing rules, and applicable DOLE issuances.

Section 2. Termination Due to Just Causes.

Termination due to just causes refers to dismissal based on acts or omissions attributable to the employee, including but not limited to serious misconduct, willful disobedience, gross and habitual neglect of duties, fraud, breach of trust, commission of a crime against the Company or its representatives, and other analogous causes.

In cases involving just causes, the Company shall observe the following procedure:

a. First Written Notice or Notice to Explain.

The employee shall be issued a written notice specifying the acts or omissions complained of, the company rule or policy allegedly violated, the facts and circumstances surrounding the charge, and the possible penalty. The employee shall be given a reasonable period within which to submit a written explanation.

b. Submission of Written Explanation.

The employee shall submit his/her written explanation within the period stated in the Notice to Explain. Failure to submit an explanation within the given period may be deemed a waiver of the employee’s right to submit the same, and the Company may decide based on the available records and evidence.

b. Administrative Hearing or Conference.

After receipt of the employee’s written explanation, or upon lapse of the period to submit the same, the Company may conduct an administrative hearing or conference when necessary to clarify facts, receive evidence, hear the employee’s explanation, or allow the employee to respond to the charges.
During the hearing or conference, the employee shall be given reasonable opportunity to:

i. explain his/her side;
ii. answer the allegations against him/her;
iii. submit documents or evidence;
iv. present witnesses, when necessary; and
v. ask clarificatory questions, subject to reasonable rules set by the Company.

The hearing or conference may be conducted in person, through video conference, or through any reasonable means allowed by the Company. The Company may require the parties and witnesses to sign the minutes of the conference or hearing, or may otherwise document the proceedings.

The absence of the employee from the scheduled hearing or conference, despite due notice and without valid reason, shall be deemed a waiver of his/her right to participate therein. In such case, the Company may proceed with the investigation and decide the case based on the available evidence.


c. Evaluation of Evidence.

The Company shall evaluate the employee’s explanation, evidence submitted, records, and other relevant circumstances before deciding the case.

e. Second Written Notice or Notice of Decision.

If the Company finds sufficient basis to impose dismissal, it shall issue a written notice of decision stating the findings, grounds for termination, and effectivity date of dismissal.

Dismissal shall be imposed only when the facts and circumstances justify the penalty, taking into consideration the nature and gravity of the offense, prior infractions, position of the employee, and damage or prejudice caused to the Company.

Section 3. Preventive Suspension.

The Company may place an employee under preventive suspension when the employee’s continued presence poses a serious and imminent threat to the life or property of the Company, its officers, employees, clients, or third persons.
Preventive suspension shall not be imposed as a penalty. It shall be used only when necessary to prevent interference with the investigation, risk to company property, or danger to persons.

The period of preventive suspension shall not exceed the period allowed by law. If the investigation is not completed within the lawful period, the Company shall either reinstate the employee or take such action as may be allowed under existing labor laws and regulations.

Section 4. Termination Due to Authorized Causes

The Company may terminate employment due to authorized causes under the Labor Code, including but not limited to:

a. Installation of labor-saving devices;
b. Redundancy;
c. Retrenchment to prevent losses;
d. Closure or cessation of business operations;
e. Disease, when continued employment is prohibited by law or prejudicial to the employee’s health or to the health of co-employees; and
f. Other authorized causes recognized by law.

In cases involving authorized causes, the Company shall comply with the applicable notice, documentation, and separation pay requirements under the law.

As a general rule, written notice shall be served upon the employee and the appropriate government agency at least thirty (30) days before the intended date of termination, when required by law. Separation pay, when applicable, shall be paid in accordance with the Labor Code and relevant issuances.

DOLE materials state that for authorized causes, due process includes written notice to the employee specifying the grounds at least 30 days before the termination date. 

Section 5. Abandonment of Work.

An employee may be considered to have abandoned his/her work when there is unjustified failure to report for work and a clear intention to sever the employer-employee relationship.

Before any termination on the ground of abandonment, the Company shall send a written notice to the employee requiring him/her to explain the absence and report back to work within the period stated in the notice. If the employee fails to report or submit a satisfactory explanation, the Company may proceed with the appropriate action in accordance with due process.

Section 6. Resignation.

An employee who intends to voluntarily resign from employment shall submit a written resignation letter at least thirty (30) days before the intended effectivity date, unless a shorter period is accepted by the Company.

The employee shall continue to perform his/her duties during the notice period, unless otherwise directed by the Company. Failure to observe the required notice may subject the employee to appropriate action or lawful claims, subject to applicable law.

Section 7. Clearance and Final Pay.

Upon separation from employment, whether by resignation, termination, expiration of contract, or any other cause, the employee shall complete the Company’s clearance process.

The employee shall return all Company property, documents, records, files, identification cards, uniforms, tools, equipment, devices, keys, passwords, access credentials, and other accountabilities.

The release of final pay shall be subject to completion of clearance, return of Company property, settlement of lawful accountabilities, and compliance with applicable laws and regulations.

Section 8. Certificate of Employment.

Upon request, a separated employee may be issued a Certificate of Employment indicating the employee’s period of employment and position held, subject to Company records and applicable law.

Section 9. Effect of Pending Investigation.

Resignation, absence, or failure to report for work shall not automatically prevent the Company from completing an investigation involving acts committed during employment.

The Company may continue the documentation of the incident for record purposes and may take appropriate lawful action as may be warranted under the circumstances.

Section 10. Reservation Clause.

The procedures stated in this Article shall be interpreted and applied in accordance with the Labor Code, its implementing rules, DOLE issuances, and applicable jurisprudence.

In case of conflict between this Handbook and existing law, the law shall prevail.

ARTICLE VIII
CONFIDENTIALITY, DATA PRIVACY, AND NON-DISCLOSURE

Section 1. Confidential Information.

Employees shall keep confidential all Company information, business records, financial records, client information, pricing, trade secrets, operational processes, employee records, and other information obtained by reason of employment.

Section 2. Prohibited Disclosure.

Employees shall not disclose, reproduce, transmit, copy, share, or use confidential information without prior written authority from the Company, except when required by law.

Section 3. Data Privacy.

Employees shall protect all personal information and sensitive personal information handled in the course of employment. Unauthorized access, use, disclosure, copying, sharing, or disposal of personal data is strictly prohibited.

Section 4. Continuing Obligation.

The duty of confidentiality shall continue even after separation from employment.

