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	A. OFFENSES AGAINST COMPANY INTERESTS 
	
	
	
	
	

	
1. 	Dishonesty

	
	
	
	
	

	a.	Falsification or willful misrepresentation of fact in a personal or in any other company record, either when applying for employment or during his employment

	Dismissal
	
	
	
	

	b.	Embezzlement or malversation of company funds; deliberate submission of fraudulent expense statements

	Dismissal
	
	
	
	

	c.	Favoring or conniving with co-employees, suppliers, contractors, creditors, customers, other functionaires for personal or monetary consideration.

	Dismissal
	
	
	
	

	d.	Offering or accepting anything of value in exchange for a job, company benefit, work assignment, better working place or any change in working condition

	Dismissal
	
	
	
	

	e.	Assisting an outsider to misrepresent a transaction with or for the company or misrepresenting the company in a transaction

	Dismissal
	
	
	
	

	f.	Receiving money or other form of compensation or valuable consideration from an outside firm or individual for services or decision rendered in connection with a company transaction or due to connection or influence within the Company

	Dismissal
	
	
	
	

	g.	Failure to report within 48 hours after one has received an erroneous payment or overpayment of salary, commission, allowance other forms of remunerations or reimbursement

	Dismissal
	
	
	
	

	h.	Intentional punching of timecard of another employee; Dismissal having timecard punched by another; unauthorized alterations of time entries

	Dismissal
	
	
	
	

	i.	Failure to punch timecard for no justifiable reason

	Warning
	Written reprimand

	2 day suspension
	5 day suspension
	Dismissal

	j.    Non-verification of timesheet

	Reprimand
	2 day suspension

	5 day suspension
	Dismissal
	

	k.	Giving company identification card to any person not entitled to it, or assisting any person to enter any restricted area

	Reprimand
	Dismissal
	
	
	

	I.	Revealing confidential information to unauthorized personnel, persons or entities without authority. Espionage

	Dismissal
	
	
	
	

	m.	Stealing or attempting to obtain company funds, equipment, products, suppliers and/or materials through fraudulent means from company suppliers, warehouses or other assigned work places

	Dismissal
	
	
	
	

	n.	Distributing unauthorized printed matter in the Company premises without prior authorization from management

	7 to 15 days suspension
	Dismissal
	
	
	

	o.	Making false statements about the Company or its products and services

	7 to 15 days suspension
	Dismissal
	
	
	

	2.	Attendance Policy

	
	
	
	
	

	a.	Habitual tardiness (4x or more per week)

	Written warning
	Dismissal
	
	
	

	b.	Sleeping while on duty

	5 day suspension
		Dismissal if committed within 6 months from the date of last offense


	c.	Leaving work assignment during working hours or before quitting time without previous permission from immediate supervisor

	2 day suspension
	Dismissal
	
	
	

	d.	Leaving work assignment or absenting oneself after employee’s request has been refused by superior

	15 day suspension
	Dismissal
	
	
	

	e.	Wasting time or loitering

	Verbal warning
	Written reprimand

	2 day suspension
	5 day suspension
	Dismissal

	f.	Malingering or feigning of illness

	2 day suspension
	5 day suspension

	Dismissal if committed within 12 months from the date of last offense

	g.	Absences from work without proper approval or official leave (AWOL/NCNS) for:

	
	
	
	
	

		- one (1) day

	Written warning
	Dismissal
	
	
	

		- two (2) consecutive days

	Dismissal
	
	
	
	

	h.	Refusal to report for duty when requested to perform an assigned task which may result in the loss of life and/or damage to property

	Dismissal
(if reason is not valid)
	
	
	
	

	I.	Negligent or careless acts during working time or-on company premises that result in personal injury or damage to property belonging either to a co-employee or that of the Company or of its customers

	Written reprimand plus fine, if any
	5 day suspension plus fine, if any
	Dismissal
	
	

	3.	Insubordination

	
	
	
	
	

	a.	Refusal or negligence in obeying a company order

	15 day suspension or dismissal depending on the gravity of the offense

	Dismissal
	
	
	

	b.	Interfering or refusing to cooperate with a superior; failure or refusal to out lawful written or verbal work instruction of his superior

	15 day suspension or dismissal depending on the gravity of the offense

	Dismissal
	
	
	

	c.	Refusal to report for duty when so requested or to perform assigned task

	15 day suspension or dismissal depending on the gravity of the offense

	Dismissal
	
	
	

	d.	Any defiance of authority or any act of willful disobedience resulting in the disruption of company operations or damage to property

	15 day suspension or dismissal depending on the gravity of the offense

	Dismissal
	
	
	

	e.	Use of abusive language or acts or grave disrespect towards superior or subordinate

	15 day suspension
	Dismissal
	
	
	

	4.	Engaging in a business or work which renders him a competitor of the Company

	Dismissal
	
	
	
	

	5.	Moonlighting or deriving income during office hours from another employee (non-competitor)

	15 day suspension
	Dismissal
	
	
	

	6.	Commit abuse of discretion of authority (direct to a subordinate)

	Dismissal
	
	
	
	

	7.	Irresponsible conduct or willful holding back, slowing down, hindering or limiting work output

	Dismissal
	
	
	
	

	8.	Giving false or misleading testimony during company conducted investigation under oath

	Dismissal
	
	
	
	

	9.	Refusal to report to the company doctor or hospital when instructed to do so by management or similar instructions or directions from a supervisor

	Written reprimand
	5 day suspension
	Dismissal
	
	

	10.	Using Company time, materials, or other minor equipment to do unauthorized or private work

	Written warning
	Dismissal
	
	
	

	11.	Unauthorized entry in restricted areas

	Written reprimand

	5 day suspension
	Dismissal
	
	

	12.	Unauthorized driving or any company moving vehicle; operating or use of machinery when not assigned to such duty

	Dismissal
	
	
	
	

	13.	Failure to report within 24 hours an accident or injury involving company employees, or any other person within company premises, when he has access to such information.

	Dismissal
	
	
	
	

	14.	Holding any unauthorized meeting on company premises that would adversely affect company operations/activities

	Dismissal
	
	
	
	

	15.	Soliciting or collecting contributions for any purpose from co-employees during office hours without authorization from management

	Dismissal
	
	
	
	

	16.	Violation of a safety rule of the company or a violation of general safety work practices, in the performance of work which, among others, include smoking in a restricted area, disregard for the safety of others, etc.

	2 day suspension
	5 day suspension
	Dismissal
	
	

	17.	Encouraging, coercing, inciting, bribing or including any employee to engage in any practice or act in violation of a company policy, rule or regulation

	Dismissal
	
	
	
	

	18.	Committing an act of sabotage

	Dismissal
	
	
	
	

	B.	OFFENSES AGAINST PERSONS

	
	
	
	
	

	1.	Attempt on the life of a company officer or employee

	Dismissal
	
	
	
	

	2.	Disorderly conduct during working time or on company premises including among others, fighting, horseplay and threatening or abusing any other employee or person

	Dismissal
	
	
	
	

	3.	Fighting or trying to inflict bodily harm or any person except when in self-defense while within company premises or while performing his job whether within or outside of company premises and whether or not injury actually occurs

	Dismissal
	
	
	
	

	4.	Challenge a co-employee to a fight for any reason

	1 month suspension

	Dismissal
	
	
	

	5.	Insult, disrespect, threat or intimidation by an employee on the honor or person f a co-employee or third person doing business in the company premises

	5 day suspension
	15 day suspension
	Dismissal
	
	

	6.	Circulating false, untrue, or confidential information affecting the interest of the Company or its officers

	Dismissal
	
	
	
	

	C.	OFFENSES AGAINST PROPERTY

	
	
	
	
	

	1.	With malicious intent, cause damage or attempt to damage company equipment or building or damage the property of others on the company time or on company premises

	15 day suspension
	Dismissal
	
	
	

	2.	Unauthorized possession or use of any company or co-employee’s property, tool, machine, equipment, material

	5 day suspension
	15 day suspension
	Dismissal
	
	

	3.	Substitute company material or equipment with another of inferior quality or of less value

	Dismissal
	
	
	
	

	4.	Obtain or attempt to obtain materials on fraudulent orders

	Dismissal
	
	
	
	

	5.	Cause damage to company equipment or building through reckless impudence (irrespective of the cost of damage)

	5 day suspension
	15 day suspension
	Dismissal
	
	

	6.	Transfer/substitution of company tools, equipment, materials, etc. to another employee without management’s approval

	Written reprimand
	2 day suspension
	Dismissal
	
	

	7.	Driving company vehicle recklessly or at speed above the area speed limit, or driving any other vehicle in the same manner within company premises

	2 day suspension
	5 day suspension
	Dismissal
	
	

	8.	Failure to report destruction, damage or loss of company property or spillage of product as soon as practicable when such duty to report pertains to him

	5 day suspension
	15 day suspension
	Dismissal
	
	

	9.	Tampering of materials posted on the bulletin board

	Verbal warning
	Written reprimand

	2 day suspension
	5 day suspension
	Dismissal

	10.	Willful carelessness in the use of the company property

	Written reprimand
	2 day suspension
	5 day suspension
	Dismissal
	

	11.	Negligence or carelessness resulting in loss, wastage or spoilage of Company assets in an amount exceeding Php1,000.00 but less than Php3,000.00

	7 to 15 day suspension
	Dismissal
	
	
	

	12.	Defacing any part of Company property like buildings, structures, open areas, etc. (unauthorized painting. marking attaching, setting up, or removal of things)

	7 to 15 day suspension
	Dismissal
	
	
	

	13.	Damaging or jeopardizing Company interest(s) through acts or omissions which affect Company client(s), supplier(s), official visitor(s) or other business friends of the Management

	
	
	
	
	

	a.	Stealing from said client(s), supplier(s) or friend(s) of the company

	Dismissal
	
	
	
	

	b.	Uttering words, doing acts, or making gestures to said client(s), supplier(s), visitor(s) or friend(s) which are manifestly insulting or grossly disrespectful/discourteous

	7 to 15 day suspension
	Dismissal
	
	
	

	c.	Other culpable acts or omissions

	7 to 15 day suspension

	Dismissal
	
	
	

	D.	OFFENSES AGAINST SECURITY AND PUBLIC ORDER
	
	
	
	
	

	1.	Unauthorized possession or carrying of firearms, explosives, lethal weapons or other prohibited weapons within company premises

	Dismissal
	
	
	
	

	2.	Unauthorized use of fire fighting equipment for purposes other than fighting fire

	2 day suspension
	5 day suspension
	Dismissal
	
	

	3.	Removing safety devices from company machinery, equipment or any property without permission

	Dismissal
	
	
	
	

	4.	Carelessness with regard to safety of fellow employees, with or without serious injury caused; non-observance of safety signs

	2 day suspension
	5 day suspension
	Dismissal
	
	

	5.	Refusal to submit to or failure to meet security rules or requirements of the Company

	Written reprimand
	2 day suspension
	5 day suspension
	Dismissal
	

	6.	Conviction of a criminal offense or commission of a crime

	Dismissal
	
	
	
	

	7.	Allow or fail to report unauthorized persons entering or loitering within one’s work area

	Written reprimand
	2 day suspension
	5 day suspension
	Dismissal
	

	E.	OFFENSES AGAINST PUBLIC MORALS

	
	
	
	
	

	1.	Reporting for or performing work while under the influence of intoxicating liquor or narcotics

	5 day suspension
	Dismissal
	
	
	

	2.	Drinking or taking intoxicating liquor, drugs or narcotics on company time or premises except when authorized by the Company or medical authority

	Dismissal
	
	
	
	

	3.	Selling or persuading any person to take prohibited/ regulated drugs within company premises except when duly authorized for medical reasons

	Dismissal
	
	
	
	

	4.	Commit grossly indecent conduct or use obscene language in addressing another person in company premises

	15 day suspension
	Dismissal
	
	
	

	5.	Create or contribute to unsanitary condition or poor housekeeping within company premises

	5 day suspension
	15 day suspension
	Dismissal
	
	

	6.	Taking part in bookmaking, gambling, or any other game of chance on company time or within work premises
	Dismissal
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