
EMPLOYEE RELATIONS
REMINDERS

M A R C H  5 ,  2 0 2 6



COMPANY CODE OF DISCIPLINE
CRR 030 (REV. 09)
EFFECTIVE: FEB 15, 2026



I. OFFICE DECORUM
SECTION 5

SECTION 14

Failure to time in/out shall mean:
·Failure to punch timecard and/or swipe on
the biometrics.
Failure to log in/out on the log sheet
whether or not the biometrics malfunctions.

Vandalism of company office premises and
announcement display; vandalism also
includes destruction of company property.

SECTION 7
Failure to properly shut down company
equipment, machinery, or facilities after use.

SECTION 9
Performing personal activities during office
hours, including but not limited to printing
non-office documents, watching television,
reading newspapers, using mobile phones,
and similar non-work-related activities.

1ST 
FINAL

WARNING

2ND 
3 DAYS 

SUSPENSION

3RD
10 DAYS 

SUSPENSION

4TH
DISMISSAL



II. PUNCTUALITY , SECTION 1:
HABITUAL TARDINESS IN THIS CONTEXT SHALL MEAN A MINUTE AFTER THE FIVE (5)
MINUTES GRACE PERIOD OF THE NORMAL WORK SCHEDULE SET BY THE DEPARTMENT

1ST 
WRITTEN 
WARNING

2ND 
FINAL 

WARNING

3RD
4 DAYS 

SUSPENSION

4TH
15 DAYS 

SUSPENSION

5TH
30 DAYS

SUSPENSION

6TH
DISMISSAL

6 TIMES PER 1 MONTH
5 TIMES PER 5 MONTHS
4 TIMES PER 8 MONTHS



SIX (6) OR MORE DURING A CERTAIN MONTHA

III. ABSENCES, SECTION 2:
UNAUTHORIZED ABSENCE MEANS:
A. INCUR AN ABSENCE WITHOUT FILING FOR APPROVAL.                           
B. EXTENDING A PRE-APPROVED LEAVE.                                                    

1ST 
FINAL 

WARNING

2ND 
5 DAYS 

SUSPENSION

3RD
10 DAYS 

SUSPENSION

4TH
30 DAYS 

SUSPENSION

5TH
DISMISSAL



IV. MISCONDUCT/DISHONESTY:
06 14

10 15

ALTERING, FALSIFYING, WITHHOLDING, OR
MANIPULATING ANY RELEVANT RECORDS,
DATA, COMMUNICATIONS, OR INFORMATION
WITH THE INTENT TO CONCEAL,
MISREPRESENT, OR COVER UP THE ERRORS,
OMISSIONS, OR MISCONDUCT OF ONE OR
MORE CO-EMPLOYEE(S), THEREBY
UNDERMINING TRANSPARENCY,
ACCOUNTABILITY, AND ORGANIZATIONAL
INTEGRITY.

ENGAGING IN RUDE, DISRESPECTFUL, OR
DISORDERLY BEHAVIOR TOWARDS FELLOW
EMPLOYEES, CUSTOMERS, OR VISITORS,
INCLUDING ACTIONS THAT DISRUPT
WORKPLACE HARMONY OR
PROFESSIONALISM.

ACT OF UNLAWFULLY TAKING, POSSESSING,
CONCEALING, OR ATTEMPTING TO STEAL
COMPANY PROPERTY, CO-WORKER
PROPERTY, CLIENT PROPERTY, OR ASSET
VALUED AT PHP500 OR LESS. ATTEMPTED
THEFT INCLUDES ANY ACT SHOWING INTENT
TO STEAL, SUCH AS CONCEALMENT OR
UNAUTHORIZED HANDLING OF PROPERTY,
EVEN IF THE THEFT IS NOT COMPLETED.

UNAUTHORIZED ACCESS TO RESTRICTED
AREAS, INCLUDING ENTERING, REMAINING,
ESCORTING, OR ASSISTING ANY PERSON
WITHOUT PROPER CLEARANCE OR
APPROVAL.



V. SERIOUS MISCONDUCT/DISHONESTY
SECTION 28:

WILLFULLY FALSIFYING
OR TAMPERING OF ANY
COMPANY RECORDS OR

DOCUMENTS, INCLUDING
ENTRIES MADE TO
CONCEAL ERRORS,

LOSSES, OR MISSING
ITEMS.

SECTION 4:

ENGAGING IN UNRULY
OR IMPROPER BEHAVIOR

WHILE REPRESENTING
THE COMPANY ON

COMPANY PREMISES,
DURING COMPANY
ACTIVITIES, OR IN

PUBLIC WHILE
IDENTIFIABLE AS A

COMPANY
REPRESENTATIVE , THAT

MAY HARM THE
COMPANY’S

REPUTATION OR
DISTURB OTHERS

SECTION 27:

COMMITTING ANY
ILLEGAL, IMMORAL,

ABUSIVE, UNRULY ACT
THAT HAS BAD EFFECT

ON COMPANY
REPUTATION..



V. SERIOUS MISCONDUCT/DISHONESTY
SECTION 36

ACTS OF CAMPAIGNING,
ENDORSING POLITICAL

CANDIDATES OR
PARTIES, USING

COMPANY RESOURCES
FOR POLITICAL
PURPOSE, OR

INFLUENCING OTHER
POLITICAL VIEWS

DURING OFFICE HOURS
OR OFFICIAL BUSINESS

TRANSACTIONS

SECTION 35:

ANY ACT THAT
HARRASS,

DISCRIMINATE,
HUMILIATE, OR CREATE
A HOSTILE OR UNSAFE
ENVIRONMENT BASED
ON GENDER, SEXUAL

ORIENTATION, OR
IDENTITY COMMITTED

AGAINST CO-
EMPLOYEES,

CUSTOMERS, CLIENTS,
TRADE PARTNERS, OR

STAKEHOLDERS DURING
OFFICE HOURS OR

OFFICIAL ACTIVITIES



SECTION 3 SECTION 5
FAILURE TO 
TIME IN/OUT

SECTION 8
VI. INSUBORDINATION, SECTION 1:
NON-COMPLIANCE WITH A SPECIFIC DIRECTIVE AND/OR INSTRUCTION FROM AN
IMMEDIATE SUPERIOR, OR WITH COMPANY POLICIES, SOPS, AND/OR WSPS, PROVIDED
THE DIRECTIVE OR POLICY IS NOT IMMORAL, ILLEGAL, OR CONTRARY TO HUMAN
DIGNITY.

1ST 
FINAL

WARNING

2ND 
15 DAYS 

SUSPENSION

3RD
30 DAYS 

SUSPENSION

4TH
DISMISSAL



SECTION 3 SECTION 5
FAILURE TO 
TIME IN/OUT

SECTION 8

VIII. GROSS NEGLIGENCE, SECTION 7
FAILURE TO EXERCISE DUE DILIGENCE IN SECURING PERSONAL INFORMATION OR CONFIDENTIAL
COMPANY RECORDS, RESULTING IN ACCIDENTAL LOSS, UNAUTHORIZED ACCESS, OR EXPOSURE.
THIS INCLUDES BUT NOT LIMITED TO:

A. LEAVING CONFIDENTIAL FILES UNATTENDED IN PUBLIC OR OPEN AREAS.
B. SENDING SENSITIVE DATA TO THE WRONG RECIPIENT.
C. FAILURE TO LOCK/SECURE COMPUTER WORKSTATIONS.
D. IMPROPER DISPOSAL OF DOCUMENTS (E.G., THROWING SENSITIVE PAPERS IN THE TRASH
INSTEAD OF SHREDDING.

2ND 
DISMISSAL 

1ST 
30 DAYS

SUSPENSION 









NOTICE OF DISCIPLINARY ACTION
(NDA)

NOTICE TO EXPLAIN
(NTE)



DRESS CODE (Monday - Thursday)
FOR REGULAR EMPLOYEES:

COMPANY-ISSUED 
UNIFORM 

COMPANY ID 
MUST BE WORN 
AT ALL TIMES



DRESS CODE (Monday - Thursday)
FOR PROBATIONARY EMPLOYEES:

OFFICE ATTIRE
POLO SHIRT
BUTTON-DOWN
BLAZER
SLACKS
SKIRT
FORMAL DRESS
CLOSED SHOES

COMPANY ID 
MUST BE WORN 
AT ALL TIMES



DRESS CODE (Friday-Saturday)

*EMPLOYEES WITH A FRIDAY REST DAY ARE REQUIRED TO WEAR OFFICE ATTIRE ON THURSDAY.

FOR ALL EMPLOYEES:



EXEMPTION SLIP

FOR EMERGENCY PURPOSES ONLY



THANK YOU
FOR LISTENING


