
FOREWORD 

This Manual is designed primarily for the employees of Wsayan Surety 

and Insurance Corporation (VSIC). This will serve as our GUIDE as we 

work together as a team. It contains the general information concerning 

company policies, nrles, regulations and procedures that reinforces our axe  

values and set forth our expectations regarding the professional and ethical 

conduct of each employee in the workplace. 

I trust that this manual will provide each one of us a secure and healthy 

working environment, create harmonious and productive work relationships 

that will nurture each individual growth not only as members of the VSIC 

family but more importantiy as responsible members of the society. 

Lastly, each employee is expected to read, understand and live by this 

manual. You are encouraged to discuss to your immediate superior or your 

HRlAdmin should you have questions and concerns. 



c. Employee Attendance. Good attendance and punctuality a;e essential 
GENERAL POLICY STATEMENT to the company's success in senring its dientslcustomers. Employee 

attendance is one important fador to the employee's peff0mIance. 
VSlC values the contribution of its employees, and further believes they However, there will be occasions when an employee will not be able to 

carry the company's goals and objectives to achieve its vision. The company inv work. In this case. the authority to approve and pay for absences 
on its people through trainings, people management and having a healthy and resides with the immediate superior up to the paid or unpaid time off 
environment. To this effect. the employees will b&ome! ef&e leaders, ~ C I  permitted by company policy. 
workers, thus, making them a better person. 

d. Employee Integrity. Upon employment, the company extends to its 
While VSlC is giving such concern to its people, the ampany in re empioyees its trust and confidence by allowing them to handle various 

their employees to give their best effort and performance. They will a d  in transactions, access to cash and securities as wkll as other restricted 
to a professional conduct. An employee is expected Q act in a ma and confidential information that Is important to the company's 
advantageous to the best interest of the company, its properly and workers, as well, at operatiin. In return, the employees are expected to: 
all times. Use company property, funds, equipment and time only for the 

purpose allowed by the company; 3 
The company ensures to create, maintdih end improve an organization that Provide correct information and documents as deemed necessary 

encourages discipline in every employee. and to the exlent allowed; . Proted classified, restricted or confidential company information or 
This manual is meant to complement and not to punish or replace such discipline documents; 

within. It enumerates the policies and guidelines on the acceptance of standards' Uphold company interest by not granting undue personal favors, 
behavior, and corrective measures for certain acts or omissions that run against it in especially in matters of contracts or in hiring and other similar 
order to allow discipline and order in its daily operations. activities; and . Exercise utmost discretion in accepting personal favors or gifts from 

individuals or entities seeking or doing business with the company 
I. POLICIES AND GUIDELINES and refuse any gift that may be considered as bribery. 

IA. POLIC!ES e. An employee may be assigned tb a workspace: equipment or other 
company property for use in the perbrrnance of hisher job. The 

a. Employee Commitment The company regards its employees as its employee must exercise due care in using these properties. 
most valuable resources and therefore giwes them the outmost trust and, 
confidence. VSIC encourages its employees to return such commitmenf :. Work Environment. A clean and healthy work environment is 
with quality performance and a display of ethical behavior in compliance conducive to work at the same time appealing to cli~tslcustomers. It is 
with this panual: +.. the responsibility of each employee to be concerned with the 

, . ,  . I . . !  preservation of a clean environment and with good housekeeping. 
b. Emplcyee Performance. ~ n ~ e r n ~ l o ~ e e  is hired by the company 

because Management believes that helshe has the necessary g. Employee Respect. Harmonious and productive relationships among 
qualifmtions to perform a certain job effectively. The company relies on employees and with the public are needed to promote an environment 
its employees to perform their assigned tasks to the best of their abilities that helps deliver qualii performance. An employee must therefore 
with diligence and care, and in the best interests of the company, as well treat employees, dientslcustomers and suppliers with due respect, 
as its stakeholders and cliintslcustomers. courtesy, consideration and understanding. 

* C 
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  is missal-. ,,a & &&SIB bns dlw d@@* ' 
Where the erring employee's immediate superior in coordination 
with the HWAdmin terminates the employee's employment with. 
the company either because: 

The offenses committed is absolutely inconsistent with the-" 
acceptable standards of behavior and results in very seriousk 
potential or actual damage to the company; or 
The employee's behavior, in the judgment of his immediate g. w superior, can no longer be in line with the acceptablet,.. 
standards of behavior through coaching and counseling. 

2.2 In taking corredive action, the employee's immediate superior,, 
shall, at all times, be guided by the principles of consistency and, 
Mmess. The immediate superiir in coordination with the HRIAdmin 
shall decide upon hisker independent consideration of the relevant 
matters free from bias, prejudice or influence. 

2.3 Regardless of the number of times an employee has committed 
an act or omission, his immediate superior in coordination with the 
HRIAdmin may increase or decrease the gravity of the corrective 
action to be taken considering the following factors: , --,-.-. . -- . , 

Employee's last performance 
Length of service qq4-u'  
Extent of participation in the act or omission invohredru .Y "fl:v 
Place, 0C:casion and manner the a d  or o m i s a w W  ' 
committed 
Presence or absence of malice 
Magnitude of its effects to the company and its employees 
Employee's resolve to rectify the a d  or omission committed 

2.4 In cases of compounded offenses, i.e. the commission of several 
offenses arising from the same act OF omission, the corrective action 
applicable for the more serious offenses shall be imposed. 

2.5 Replacement may be imposed independently or together with an) 
other corrective action in case of loss or damage to property of the 
company, its employees, customers, or other parties doing businesa 
with the company. The company may recover the amount involved 
by means of salary deductions, company imposed benefits or 0 t h  
legal means that will prompt offenders to pay the amount involved. 

But the replacement shall in no way reduce the correct&-idon 
attached to the offense. r,,, -, ,- ,.-.-.- -, 

n w n & ~ ~ ~ p c l .  
2.6 The provisions of this manual notwithstanding the company has 
the right to impose such other sanctions as may be provided by the 
labor manual or other pertinent laws, rules and regulations. The 
imposition of corrective adion to an employee under the Employee 
Manual does not stop the company to file an actrarE, Wil, criminal or 
administrative against the employee concerned. i!&!&v 

-,-..-- - 
2.7 The corrective actions imposed, which are short of dismissal, are 
taken into consideration in effecting promotions, transfers and merit 
ratings. Such effects are made known to all employees to further 
discourage them from committing offenses. 

3. Due Process $$&$&,$j .&l!mm!4a . . * .sp .- wH&,t, -a 

The corrective actions provided in this manual shall only be taken aftec 
all legal conditions of procedural process have been complied with. 

3.1 Incident report 
Anyone who discoversllearns of employee's wrongdoing must 
immediately report the incident to the immediate superior of the erring 
employee. It is the immediate superior's responsibility to report or inform 
such incident to the next level superior and HRIAdmin. 

3.2 Investigation 
The immediate superior, the next level superior and the HRIAdmin 
shall immediately investigate the case through interviews and by 

. securing the documents pertinent to the case, including the written 
statements of witnesses and the employee concerned. 
Cases discovered by Audit will be initially investigated by 
Accounting in coordination with the HWAdmin. Their findings shall 
be sent to h i i e r  superior concerned. 
The immediate superior shall give reasonable notice in writing to 
the employee concerned on the date, time and place of 
investigation as noted by the HWAdmin. All proceedings of the 
investigation shall be recorded in writing. 
An investigator cannot a d  as such if he is a witness to the offense, 
invdved in the case, or if personally related to the one under 
investigation to ensure neutrality. In such case, he must inhibit as 
an investigator. 
' . , - 
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In q~ ~WQWJS~~~VMVM -& (AW6~j'$taTijhB~~, k 
no need for investiptbn. The emplo$ee shall be gken the 
cqprtunity to exptain h i e r  side in writing. 

, - - . I  ' )  . , . , I . ,  

ii - : !  : , > : . ~ 2  4 '  . , " . , ' ,  . * 

3.4$reventke wpmsion . . , - . . . , 7 , . . 

If ihe nature of the or the result of the, pml imi~~. !  
inveetigation of the case wmtudes the ppventive s u s m q )  
of;@@ employee, th lWMt%dd sW#, h'con~lta$qn~Land 
wrdirdi~rj wRh.ttre.,mW 5f?!i%I t~~ ;Ifid the-HRIAdmin. 
shall immediately implement the prevenlive suspension upon 
getting the clearance of the PcesidentLThe notice of preventive 
sus~~,~sisw shaU be , the -. superior and 
n ~ b d  by the next bwl WjmW and 9. H W n ,  

. 9 be :@lacad under preventive . 
,&pbyment poses a serious 
life or of the m m ~ @ ~ y ,  -its 

properties and/ii emplayms or if thq employee:s adion was 
gknrq a& i6, m q w - t d ~ :  
The pw8ntive.w-W will r& last lnnger than. ,a0 days. 
The cim@any dl Wk!$&er rk#psWe The mpk,yee oomW 
in hislher fomrer ol-h ti~sirb&h&?& e q u w t  position, ar the. 
wqppz~ may e M :  @&' p&& of. pf@@Wee yspmsion 
praylded that dilrirtig* PBTiba df e~ctd+op.thct mmpqny pays 
the salaries and wages aI@-bene@ due to the mentioned 
enrpbpg.. M sudr &, ,.M;IiX- edpbyee platxi u w r  

mspensEon * P e'jb4u,M+ f ~ ) .  I~FW= the 
id ta him*dwbWg file: @$tqnsi<m if the mpany w 

decides, affer the compl&sh %$the inve&%n. to d i  Up 
f ,  .$@d,&rnptam s: - %  " ,; . , . .. 3.5Finaireport. ,; . .- , : , : 

B a w d %  tM fifldi-5- gmrc3d tbgethei dith the &n 
explanation of the employee concerned, the immediife superior, the 

8 

next level superior and the HfUAdmin shall evaluate, dete-e the 
facts of the case, and decide and enforce the kppropriate corredive 
adions. 

3.6 Enforcement of decision 
The enforcement of the decision shall be as follows: 

If the corrective adion is verbal reprimand, the immediate 
superior shall. in consultation or in coordination with the n d  
level superior and the HRIAdmin. implement and doarment 
such corrective action in a memo. 
If the corrective action is a written reprimand, the mem shall 
be signed by the immediate superior, noted by the nexl level 
superior and the HRIAdmin. The latter shall document sucp for 
the 201 file. 
If the corrective action is suspension, the notice of suspension 
shall be signed by the immediate superior, noted by the next 
level superior and the HRlAdmin and cleared with 'the 
President. The HWAdmin shall document such for the 201 file. 
If the corrective adion is dismissal, Me notice of dismissal 
shall be signed by the immediate superior, noted by the next 
level superior and the HRJAdmin, confirmed with the President. 
The HRIAdmin shall document such for the 201 file. 
If the decision is that no corredie action should be imposed, 
the employee concerned shall be cleared of any responsibility 
and liability. The memorandum of such clearance shall be 
signed by the imrnedlate superior, noted by the next level 
superior and the HRtAdrnin. The HfUAdmin shall document 
such for the 201 file. 
If the alleged offense is a just and authorized cause for 
dismiss&, the clearance shall likewise be noted by the 
President. 

3.7 Overall coordination between the superiors and HRlAdmin 
The immediate superior, next level superior and the HWAdmin 
must always be notified whenever any incidentslemptoyee 
concerns arise. - All four shall act as investigators to the matter and signatories 
when reports are addressed. 
All four must reach to a unanimous decision regardiw the 
matter, if not the President's decision would be sought 



3.8 Prescription of offenses 
When the management has either failed to file a report, investigate or 
finalize a corrective action against the employee in the  following'^ 
period, hdshe must be cleared of the violation: . 3 tr-wRn=! 3 t; 

offenses - six 

on the gravity of offenses 
*Am and "El" offenses - one year from the date the 
corresponding corrective action of the I@ offense was senred 
'C", '0" and 'E" offenses - not covered by any prescriptive 
period, the corrective action imposed shall be a degree higher 
even if the violation of the same offense happens after one year 
from the date of the offense was sewed. 

3.1 0 ~esCAnsibilities 
It shall be the responsibility gf the following to: 
EMPLOYEES 

Be aware of the provisions of the Employee Manual especially 
the acceptable standards of behavior; and 

* Work in accordance with the said acceptable standards of 
" behavior 

@ Report any incidentslviolations of this manual to authorjjes 
i Act in the best interest of the company ' =" ,. ' * 

' 

I .. 
IMMEDIATE SUPERIOR/MANAGER 

Inform and explain to their subordinates this Manual together 
with the work standards, rules, procedures, policies and the 
like; 
Ensure that the acceptable standards of behavior as stated in 
this Manual are being observed by hislher subordinates 
Implement the provisions of this Manual and monitor the 
imposition of corrective actions to create, maintain and improve 
a healthy working environment 
Immediately report any knowledge of violation of this Manual 

, . and other company work rules to their immediate superior and 
" HWAdrnin 

Fairly and consistently impose the correspon&mg e e c t i v e  
actions immediately 
Continuously monitor violating employees - 
Provide a summary report to the HWAdmin supenrisor 
regarding the violation of the employee, corredive actions 
applied and other comments a year after the corrective action 

- -~ 

was serv&; , . m - i e w  - - ~ = & X = ~ ' , F ~ B  . . .  
HR/ADMlN - '  .*'> 

Distribute copies of the Employee Manual and newly issued 
policies on conduct and discipline to all employees - Assist in informing and explaining the provisions of the 
Employee Manual to all 

1 Assist in the implementation of the Employee Manual v, 
r Document the corrective actions that the immediate superior 

implemented together with the violation of the erring employee - Review, improve and update the Employee Manual 'in 
accordance with the company's objedives 

PRESIDENT 
Approve any modification on the Employee Manual. Ignorance of 
company policies and guidelines will not be an excuse for any offense 
and its corresponding corrective or legal actions(s). -- - 1 

,.-- -LA .- 
,I- - --?. ..-..-.-- - --- -- - - i 



CATEGORIES , , OF, QFFEMSES IZW~) - ITS' CORRES~NDING 
CORREGTWE ACTIONS 

a. ~ ~ t i o n , d ~ b s : ,  ,, . . - a- \ 

I I d&attely done or neglected by anpbyqes that] 

. - " .  . *' .,, . 

1 causes loss d.prcgWb@ orhtwwrsonal goodwill 
C 1 Serious offenses @c:ithose W s  Mberatelv done or 

C-: 
K '  
B 

I I neglected ky empl@y~~4hat  muses M th-kens to 
cause serious honvenience ta4hewomhy o i  to co- I 

,' . , . , j'MinMdn . ., 
' 'MW~dfense8 I. 

Maiw ofienses or less serious affenses or those acts 

1 '' :'. 1 or neglected b y , ; $ ~ ~ b y @ e s & a f ~ ~ ~ w  W&&ms to ( 

. ,  
b. Table of Offenses and &medive b 

E 

c. Specific Offenses 

cause very ae&ik in- to the oomparlyw to' 
ca-employt$es >;,v. . - 
Grave off&%es ' '& tho& ' adrr deliberately done or ' 
negleded by employees w h i i  cause grave harm to 
the mpany  or to co-emjkyees 

I. Offenses aaainst m D a n v  time 

I Item ( Offense Description I Corredke 1 

Engaging in personal activities (e.g. frequent 
long personal phone cans) or in any business 
activities for personal gain (noncompetitive 
with company's line of business) during 
working hours 
Nowobservance of meal or break t i  
schedule; extending lunch or break time 
Malingering or feigning illness to avoid doing 

1 biometries I 
6 1 Being late for more than four (4) times or 1 C ' 

assigned work. 
4 Wasting time or loitering while on duty 
5 Failure to log-in for time inlout in the 

I more in a month I 
7 1 Leaving work assignment and company 1 C 

I 
B 
B 

premises during working hours without 
permission from or infom~ation aiven to one's I 

( immediate superior 
- 

8 1 Sleeping during company time 
9 IDoing overtime work that is not 

C 
C 7 

1 war~antedlunnecessar~ 

I I 2"6 offense 
3"' offense 
4* offense 

10 
11 

12 

1 5'" offense I E 
13 1 Continuous absence without official leave or I 1 

Being on unauthorized under time or half day 
Failure to render overtime work during rest 
days and holidays after being advised and 
having agreed to do so, without justifiable 
reason 
Unexcused absences 
I& offense A 

permission or extending the original 
previously unauthorized leave for five (5) 

E 

13 





34 Makersation of company funds E 
35 Stealing of company properties andlor funds E 

including goods, materials, equipment, and 
supplies 

36 Accepting kickbacks, rebates, commissons, E 
favor, and gift in obtaining supplies or 
services for the company or in awarding 
contracts to suppliers 

4. Offenses aaainst comoanv oroperYv 

5. Offenses aaainst health. safetv and security 

Item Offense Description Corrective 
# Action 

1 41 1 Failure to wear the prescribed ID card , 1. A I 
42 1 Failure to wear the prescribed office uniform I A. 
43 1 Failure to maintain cleanliness and I A 

I I orderliness in personal appearance I I 
16 

I I sanitition and ordeG condiions of-the 
workplace, security or office equipment, and I I 

A 
. 

44 

45 
46 

I economic use of supplies I 
47 1 Refusal to submit to. or failure to meet. the I C 

Failure to report that one has contracted a 
contagious disease and such ailment 
endangers fellow wofkers 
Littering on company premises 
Disreaard of ofice reaulations relatina to 

b2 :::,"kg ~ ? ~ ~ ~ b ~ e r s i v e  acts +d (including 

B 
8 

48 

49 

50 

51 

1 diskibution of subversive materials) within ( 
I company premises or within company time ( 
1 Inflicting bodily injury upon another person 1 E 

security and safety requirement of the 
company 
Committing any act that puts the company's 
or the group's reputation and goodwill in bad 
light 
Falsely testifying for or against a person who 
is the subject of company investigation; 
concealing matters of interest to the 
company where its employees are or maybe 
involved 
Willful disregard of notices and signs such as 
"No EnW in restricted areas 
Lending ID card to another person or 
assisting nonemployees to enter company 
premises and restricted areas without 

C 
J 

C 

C 

C 

within company premises or company area of 
responsibility 
Carrying a gun, knife, explosive or any 
deadly weapon in company premises or 
company area of responsibility, brandishing 
this weapon with or without any intention to 
harm people with company premises or 
company area of responslbilii 

E 



6. Oi%nses invdvina work reletionshios 

1 Item 1 Offense Description I Corrective 1 
# 1 I Action 
55 I Rumor-mongering or spreading false ( B 

I 1 information against any person or the 1 I 
1 company I 

56 1 Discourteous conduct (use of ~rofane l C I 
I 1  language, harsh tone of voice or beiligerent 

body language aimed to insult persons) 
during office hours and within company 

1 premises I 
57 I Disrespectful, insulting or unbecoming I C 

language or remarks or behavior towads co- . 1 I employees, immediate superior, other I I 
I managers, customers or,guests I 

58 1 Provoking or promoting or assisting a person ( C 

] reason I 
60 1 Threatening, intimidating, forcing, provoking 1 C I 

59 

I 1 or hamssing a co-employee any other 1 1 

who instigates a fight during company hours 
andlor within company premises 
Assault or attempting to assault ur inflict 
bodily harm with or without the use of a 
weapon on a coemployee, manager or any 
other pason in the work place or ekewhere 
if it is started from within and ended outside 
the company premises or during company 
sponsored a t i i e s  at anytime for any 

I I including -bringing. member of the opposite 
sex inside the com~anv  remises under I I 

C 

61 

62 

I questionable moral ci~cums&nces I 
63 1 Failure to report any form of past criminal 1 E 

person in the company premises at anytime 
Engaging in a fight while on duty or within 
the company premises or branches 
Indecent publk exposure or immoral conduct 

7. Offenses aaainst public morals 

C 

C 

I 

Action 
64 Showing pornographic materials, pictures, or 

literature during company time or within 

65 Coming to work under the influence of any 

record(s) or- work related legal issues or 
information upon application for work 

I intoxicating drink or drug I 
66 1 Gamblina and drinkina liauor or any 1 C I 

I I intoxicatsg drink during -boring hours and 
outside of areas explicitly designated and I I 

67 

68 

69 

1 acceptabtelunacceptable 
71 I Taking of illegal or harmful dtugs in or1 E 

70 

authorized by the company on oflice hours 
Engaging in an illicit relationship with co- 
employees 
Engaging in lascivious behavior within 
company premises or within company time 
Engaging in sexual acts within the company 

4 

C 

D 

E 
- - 

premises 
Conviction for any criminal or civil suit with 
strong evidence of guilt. Morally 

72 

L 

E 

outside the company premises or company 
area of responsibii' 
Engaging in acts % ms=e Sexual 
harassment in any work-related or 
employment including but not limited to the 
following specific acts: 
i. demanding, requesting or requiring, 

implying indirectly or directly sexual 
favor for any of the following 
considerations: 

1. as condition for hiring employment or 
reemployment 

2. as condition for granting favorable 
compensation, terms and conditions of 
employment, promotion or priv'ileges 

3. as a basis of any other employment 
decision 

4. as a basis for performance evaluation 

E 





. . 
a. Excessive Tardiness - is defined as coming to work four (4) times 

tardy within one month period. The phrase within One month 
period means that within a calendar day span, the offender will 
have to come late 4 times to deserve appropriate sanction. 

b. Effect on Overtime - 
No person who is late in a day will be allowed to work 
overtime within the same day. 
Overtime is not allowed for person who is on leave, either 
half Uay or whole day. 
Offsetting of undertime and overtirk is not allowed 

c. Breaktime 

All employees are given 60 minutes for their lunch break and 15 
minutes for each coffee break in the morning and in the afternoon 
everyday. The coffee breaks cannot be accumulatetj, added or 
combined to each other or to hislher lunch break. W employees 
must observe their schedules for the coffee breaks. Lunch break 
is from 12nn to Ipm daily. This arrangement is made to avoid 
work delays. 
A 30 minutes break will be given for those rendering overtime affer 
5:30pm off. Official OT time will start at 6pm. . 

2. Definition 

a. Vicinity - defined as an area within one-kilometer radius from the 
company's premises. 

b. Reprimand - warning (either oral or written) given by the employee 
supenrisor detailing the circumstances surrounding the violation and 
explaining the sanction that will come if the violation is repeated. 
Written warnings are ph6tocopied by the Supervisorllmmediate Head, 
and are sent to HR for hislher 201 Files. 

c. Lasciviius Behavior - engaging in overly sexual behahqr (kissing. 
hugging, touching of sensitive body parts) or sexual harassment 
within company premises and company time. An important thing to 
consider here is the context of the supposed violation. . . 

d. Subversive Activities - those adiities which tend to or attempt to 
destabiiize legally constituted authority. 

e. Gross Neglect - consistent, deliberate n?ncomplince with work 
instructions or Job step. 

3. Accumulation of Offenses: 

All offenses. except attendance, are considered cumulative until the 
employee's separation from the company. 

For attendance (absences and tardiness), the cumulative period is one (1) 
year. This means that subsequent excessive tardinessiabsences must 
occur within one year after first occurrence in order to be considered as 
part of a pattern of behavior which we want to correct. Affer this period, 
all previous offenses of the same nature will not be considered. 4 

4. Effect of Administrative Sanctions on Promotability 

No employee who has been charged with an administrative (except on 
attendance) or criminal offense within a three-year period from the date of 
the proposed promotion, maybe promoted - notwithstanding the 
employees appraised performances. 

IV. CLOSING 

All are required to know, understand and observe all artkies written above. All 
the rules and regulations shall be always applicable on company premises 
(including branches) and company sponsored activities such as Summer Outing, 
Christmas parties, trainingslseminars, conventions, anniversaries, etc. 

It shall be noted that offenses not mentioned in this manual are not limited to 
such. In cases of ads not enumerated above but are harmful to the company's 
interest, objectives, its properties and employees, the classification of such act 
would be determined and subjected to corrective actions from the unanimous 
decision of hislher immediate supervisor, next level superior, HWAdmin, and the 
President. 


