The 2009 St. Peterian Code of Good Conduct has been revised to include specific & current
infractions that have been observed to be critical in driving performance excelience and

professionalism.
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Verpal 1 erning i a discussion between the employee and his superior and,; or an
authorized rapreszniative of the Company regarding the employee’s unsatsfactory
and uneccepeol: behavior and/or performance. Sleps to improve or change such
bahavior anc/o: performance and its possible consequences in the event no

e
improvementis & ane must also be outlined in this meeling.

Written Reprimand I8 a letter issued to an employee by his superior informing him
of the unsatisfacto~y and/or unacceptable behavior ot performance resulting from
his repetition of an offense in which a verbal warning was previously given, or
commission of a more serious offense which requires stronger disciplinary action
than a verbal warning and reprimand indicating that a repetition of the same or other
offenses in the future shall warrant him more stringent penalty.

Preventive Suspension is a temporary lay-off WITHOUT PAY of not more than
thirty (30) days, imposed during the investigation of a serious infraction for which
continued presence of the concerned employee may pose grave threat to the life
and/ or property of the employer and/ or its employges.”

Disciplinary Suspension is a temporary lay-off or absence from work WITHOUT
PAY by an erring employee, intended to impress upon him the seriousness or gravity
of the offense committed after having him found guilty of the violation or offense
lodged against him.

Demotion means reverting back to a position related in functons to that of the
current position but at a lower level, or to a previous lower level position, or any
posiion deemed fit and approved by the General Manager. This is a form of
disciplinary measure as warranted by unacceptable or unsatisfactory behavior
and/ or performance. '

Termination means permanent dismissal from the company’'s employ, where the
employee losses the benefit of receiving separation package from the Company as
sanction for committing a serious or grave offense.

Show-Cause Notice is not equivalent to written warning, This is the letter served to
the employee indicating policies or rules deemed violated and asking the employee
to explain in writing his side of the issue. The employee’s response to the Show-
Cause Notice will be thé basis in determining appropriale next steps in addressing
the disciplinary issue at hand.

Disciplinary Action Notice is a written notice served to an erring employee staling
the results of the investigation and the sanction to be imposed.

i
Disciplinary Hearing Panel is a panel crealed to investigate the conduct and/or
performance of an erring employee, only~when the Company offense or violation
merits termination as a penalty.

Appeal refers to a motion initiated by an erring employee to his immediate superior
or the head of the section, department or division, which is done in writing and
submitted within the allowable period by which an appeal could be entertained.
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ENTING GUIDZLINES

A. (seneral Guidelines

The following guidelines shall be observed in the implementation of the Company's
Code of Good Corporate Conduct:

Company infractions of any of the Code of Good Corporate Conduct shall"warrant
disciplinary actions - verbal warning, written reprimand, suspension or termination
from employment - depending on the seriousness or gravity of the offense.

Due process must be observed al all times. Disciplinary action should only be taken
after the employee has had an opportunity to give his side of the issue in writing as
well as in an administrative hearing; and after due consideration has been given 1o
all relevant matters.

The HR Manager or Personne] Officer may an his own or upon the advice of the
Legal Counsel or General Manager, place the employee concerned under preventive
suspension pending the result of the investigation if his continued presence may
pose grave threal to the life and/or property of the employer and /or employees.

The Company may impose a lighter or heavier penalty than that provided for in this
Code depending on the circumstances of each case, as well as, the seriousness and
gravity of the offense committed.

All disciplinary actions imposed including verbal warnings, must be prépared in
writing. Copies of which should be submitted to the HR department for the
employee’s personal file.

In the event that offenses incurred by an employee involved cost implications to the
Company, such as payment for losses due to negligence, damages on Company
property or belongings either in cash or in kind, or similar incidents, the employee
shall be compelied to shoulder the cost, which may be in partial or in full depending
upon recommendation by the Management or as indicated in the Corporate Finance
or HR Policies, that is over and above the disciplinary action to be impesed upon the
employee.

B. Prescription Period or Cleahsing-Off Period - it is recognized by the Company that

record of

infractions should not remain indefinite in the personal file of employee. Any

employee shall be given the opportunily to start anew. As a general rule and, unless otherwise
indicated, the cleansing-off period shall be twelve (12) months from the date when infraction was
discovered, in the case of a MINOR or SERIOUS offense. Therefore, such minor or sgrious offense
will no longer be considered as “active status”, This however does not mean literally taking out
the disciplinary action memo from an employee’s personal file. Said disciplinary memos shall
remain intact in the employee’s personal file for purposes of record-keeping and future reference.
Meanwhile, prescription period for GRAVE offenses shall be for a period of five (5) years from
date of infraction or date when infraction was discovered.

C. Multiple-Violations -

When a single act constitutes 2 or more offenses under this Code, or when an
infraction is necessary means for committing the other, the sanction for the more
serious infraction shall be impaosed.
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. 1 er amoLoare: Lz nraviously violated at least 2 separate rules in this Code at the
time o cammizsion o the latest offense, all of which were committed within the
1Z-month pzsiod, the latest offense shall be sanctioned by the next higher step or
degrez of the disciplinary action prescribed for the said offense. The same
principie hoide true on the subsequent offenses.

B Classification of Companr Offenses - the Code has provided herein 3 major
classifications of infractions, as foliows!

% Minor Qffense - eny sct of commission or omission which is not considered as a
serious stern or harsh offense but nonetheless constitutes work disturbance or
disruption or affects work performance and efficiency.

* Serious Offense - any act of commission or omission which seriously or badly
affects the work performance and/or business operabions, with or without
intentonal disregard to Company’s standards, practices, rules, policies, and

procedures.

. “ Grave Offense - any act of commission or omission which is considerably under

pretense of a significant or likelihood threat or danger to the Company, as well
as, its employees’ reputation, welfare, safety, property, security, and overall
interest Hence, commission of a grave offense automatically warrants
termination from employment in accordance with labor law guidelines.
Where an employee has committed a criminal act over and above the offenses
provided in this Code, the Company, through its authorized representatives,
and/or its employees, may have the prerogative of pursuing a legal action over
and above the disciplinary actions already meted out to the employee.

E, Right of Appeal - disciplinary sanctions meted out to an employee may be appealed
through the following procedure provided however that such appeal is submitted within five (5)
working days from the date the employee received his Written Notice of Decision.

F. = Filing of Complaints or Violations - a complaint or violation may stll be considered
valid and therefore, subject to investigation and issuance of a disciplinary action, if it was filed
within the prescribed period, as follows:

. Minor and Serious O?feggg -~ no more than six (6) months fromn date of infraction
or date when infraction was discovered.
. Grave Offense - no validity period.
G. Documentation !
: 1
" Assuming disciplinary issues are resolved, documentation of verbal warnings, as

well as, written warnings will not be removéd {rom the employee's personal file-
following the guidelines on prescription period as provided in this Code.

* Letters of suspension, demotion and termination will be retained permanently on
the employee’s personal file for record-keeping and future reference.

. Interpretation of the Code - In the event that anyone may not completely understand or
is confused with any of the provisions of the Code, he may always refer the matter to his
immediate superior or Group Chapel Manager. If either of the latter is still not clear with the
issues raised by an employee, they may bring the matter to the attention of the HR Manager or
Personnel Officer for clarification.
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L. Offenses not listed in the Code o Good Corporate Conduct - in as much as the
Company strives to p-cwidr ite empiovess with a complete and specific Code, to the extent
posaule, it may no! be abie Lo pradict evers single and specific situation as the Code was not

intended to anticipate all violzdons. Therafore, any act, conduct or behavior not listed under this
Code but which is considered prejpdicial to the interests, safety, welfare, property, and security
of both the Company and its employees, shel likewise be subject to appropriate disciplinary
measures after all facts and circumstances relative to the offense have been investigated and
evalualed or by way of analogy to the ofienses listed in this code. The sanctions to be imposed

“would depend upon the gravity and serionsnacs of the offense.

]. Types of Disciplinary Actions

1. Verbal Warning - sanctions for “light” offenses; involves discussion between
employee and the superior concerning minor work problems.

Examples such as, but not limited to:

» Tardiness, both in reporting for work and in submitting reports and/ or other
e requirements;

> Absence of one day, without official leave

> Smoking in prohibited areas.

2. Written Reprimand - sanction for more serious offenses; or prepared upon repetition
of an offense for which a verbal warning was previously given.

Examples such as, butnot limited to:

» Excessive tardiness o

» Absence of more than one day, without official leave

> Engaging a co-employee in a fight within Company premises, but which
does not result to injury or damage to property

» Leaving work assignmnent without permission

3. Disciplinary Suspension - designed to sanction offenses that result to actual,
imminent or possible damages, losses, or as a more serions action for habitual
violation of policies despite previous warnings.

A Treventive Suspension is not a penalty, bul a temporary lay-off without pay of
not more than thirty (30) days, imposed during the investigation of a serious
infraction of Company rules and policies for which continued presence of the
concerned employee poses grave threat to the life and/or property of the empla) er
and/ or employees.

i

_Examples such as, but not limited to: ”

»  Deliberate destruction of Company property ’

¥ Fighting within Company premises that resulted to injuries or damage to
property

»  Insulting, indmidating, threatening superior or any official of the Company

4. Termination - sanction for grave offenses that result to damages, injuries, losses,
breach of trust and conlidence, or as a more serious sanction for repealing a

previously committed violation.

Examples such as, but not limited to:
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» Defiance of & reasonable and lawrul orde: giver by suparior zns of any
official of the Company, e.g. refusal i bs tznsierred to another zrritory
even with sufficient notice

Malversation or misappropriating Company funs

Tampering with pertinent papers or documents

Padding invoices or official receipts

Y ¥V ¥

Verbal warning, written reprimand and suspension are designad to give the
employee the opportunity to correct his behavior. On the other hand, Terminztion is
warranted when an employee is found guilty of commitling a serious anc ‘or grave
offense and continued employment will jeopardize the interest of the Company,
making it impossible to continue the employer-employee relationship.

Progression of Sanctions

Some vffenses may appear light, but when committed repeatedly, may eventually
Jead to termination of employment.

There is mo set number of times a violation must be committed before the
disciplinary action progresses to a more severe penalty. A step may be skipped at
any time as necessary.

Each time an offense is committed except when it merits only verbal or written
warning; a panel will be formed to determine the gravity and seriousness of the
offense. The panel will be composed of representatives who do not have any
personal interest in the merits or gutcome of the case at hand.

At each step, the employee will be advised of the consequéfces should he continue
or repeat the offense.

Example: Failure to submit required reports on time
= Verbal warning on first occasion

»  Written warning on second occasion

*  Final written warning on third occasion

» Suspension if act is still not corrected

«  If repeated after Suspension, employee will be terminated.

Note: Offense has grown from a simple case of non-submission of reports to gross
and habitual neglect by the employee of his duties. The offense could also be
considered a case of insubordination, or the willful refusal to follow reasonable

demands or instructions given by superior. \
}
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1, Writtan Watiae of L eged Violation

The empioyes s h,.;'ii be made aware of the alleged violation commitied, regardless of the
lightmess or gravily, through the issuance of a Show-Cause Notice, which employee must

receive.
. Alleged specific policy or rules violated should be indicated in the notice, as well.
2. Opportunity to Be Heard

Accusation cannot take the place of proof. Therefore, the employee must be accorded the
opportunity to present his side of the issue either through:

. Written explanation expressing his defense
. Formal investigation/Disciplinary Hearing (especially if the offense is grave
and/or serious in nature)

3. Written Notice of Decision

The written Notice of Decision should specify the Four Ps involved:

. Patakaran (Rules, norms, policies, standards)

. Paglabag (V iolation, offense committed)

s Pinsala (loss, damage to the Company, property or indjividuals), mcludmg possible
or potential damage/injury to.Company, property or mdxwduals

. Parusa (Sanction or disciplinary action)

Whatever the sanction is, the employee will be given a written notice (Disciplinary Acton
Notice)

M. GROUNDS FOR JUST CAUSES FOR TERMINATION (under Article 282 of the Phil. Labor
Code)

1. Serious misconduct or willful disobedience by the employee of the lawful orders of his

employer or its representativé in connection with his work.

Gross and habitual neglect by the employee of his duties.

3. Fraud or willful breach by the employee of the trust repesed in him by his superior or its
duly authorized representative,

4, Commission of a crime or offense by the employee againsl the person of his employer or
any immediate member of his family, or his duly authorized representative.

5. Other causes analogous to the foregoing. ¥

'IJ
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PROCEDURES

A. On Show-Cause ana Disciplinary Aclion involving Direct Subordinates

s

51

~J

‘The immediale superior issues & Show-Canse mamo, which ciles the particular acts of
violation commitied or omilied by the empioyee vis-a-vis the alleged Company offense
atdd requesting him to explain his side in writing.

Then the immediate superior shall hoid & conference with the employee wherein he is
unce again piven the opportunity Lo be heard end further explain his case.

The immediate superior shall also explain Lo the employee the company’s stand on Lhe
issue, actions taken or done, the elfects or results of such action, what action shouid have
heen taken or.done, what courses of action Lo take, and how it will be dealt with should
Lhe unsatisfactory conduct/ perforinance persist

The superior shall take notes of the meeling. The employee shall be given a copy of the
notes taken within three (3) working days upon receipl.

‘e
The employee shall sign the noles as conflirmation of what was discussed, and must
relurn the signed copy within three (3) working days upon receipt.

Allerwards, the immediale superior shall discuss the matier with the Group Chapel
Manager Lo arrive at the appropriate disciplinary action. In case of any doubt, as well as,
to ensure fairness and consistency in the application of disciplinary sanction, the superior
should consult with FIRD. ‘This may require a review of past similar cases and the
sanclion given. R

I the disciplinary achon warranls suspension, it should always be with the prior
knowledge of the IIR Manager or Personnel Officer and pass through a Disciplinary

Hearing Panel.

“The immediaie superior shall furnish HRD with a complete documentation for the

employee’s personal file.

(Please refer Lo Figure 1 for the Process Flow Diagram)
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@ Issue Show-Cause memo citing the
acts of violation vis-a-vis alleged
Company offense asking him to
IMMEDIATE »| explain his gide in writing,
SUPERIOR
Submits a written explanation.
EMPLOYEE e ol
-—-.._______————'—__-——
IMMEDIATE Holds conference with Employee;
¥ ——p| prepares session notes
SUP/DEPT.
. f\
HEAD
Signs notes as confirmation and Within 3 WD
EMPLOYEE —————— | returns signed copy.
p— |
l ;
Discusses appropriate D.A. In case
B S e M
IMMEDIATE of doubt, consults HRD. If DA
SUPERIOR e =« -= | warrants termination, then create a
HRD Disciplinary Hearing Panel (DHP)
Group Chape] \___'/——_—
Manager
DISCIPLINARY >
v HEARING
PANEL(DHP)
IMMEDIATE Furnishes HRD with a complete
= el ;
SUPERIOR documentation for employee’s
Personal File. Issues DA Natice
L HRD |
EMPLOYEE y
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D1 Shewe-rzrsz ans —sciplinary Action involving Employees of other Divisions

Arn emploves, suparvisor or manager may initiate a written complaint (also known as
“inciGant repas”) agzinat another employee of the Company, its customers/ client or any
other external pert and vice versa. The written complaint must be duly signed by the
complainant ang il neczssary, must be noted by his immediate superior or Department
Head in order for such complaint to be given merit for invesligation.

- Upon submission, the employee-complainant shall likewise furnish the HRD with such

written complaint o incident report for proper information, monitoring and
documentation,

The immediate superior or Group Chapel Manager of the employee-complainant shall
then prepare and issue a notice of violation (Show-Cause memo) to the employee alleged
to have committed or omitted an act of violation, which indicates the particular acts that
constitute grounds for disciplinary action. HRD and the immediate superior or Group
Chapel Manager of the erring employee should also be furnished a copy of the Show-

Cause merno.

In turn, the erring employee is given seventy-two (72) hours or three (3) working days
from receipt of the notice or Show-Cause memo to explain in writing why no sanction or
disciplinary action should be warranted against him. A shorter period may be given
provided however it should not be less than twenty-four (24) hours as stipulated in the
Labor Code.

Upon receipt of the response memo from the erring employee, the immediate 5Ll!p£-:rior or
Group Chapel Manager of the employee-tomplainant should furnish a copy to HRD.

In the event that an erring employee refuses to acknowledge reteipt of the Show-cause
notice, giving a copy of the notice, which indicates his refusal to receive said notice when
served, already satisfies the obligation of the immediate superior or Group Chapel
Manager. Nevertheless, a copy of the show-cause nolice with all the notes pertaining to
employee’s refusal to receive must be sent by registered mail to the residence of said
erring employee,

All concerned parlies review the merits of the case and shall come up with a decision.
t

If the disciplinary action warrants suspension, it should always be with the prior
knowledge of the HR Manager or Personnel Officer and pass through a Disciplinary
Hearing Panel.

As soon as due process has been observed and unless the corresponding sahction is less
than termination, the immediate superior with the knowledge and approval of the
Group Chapel Manager, will serve the written notice of decision or the Disciplinary
Action to the erring employee.

The immediate superior shall furnish HRD with a complete documentation for the
employee’s personal file.

(Please refer to figure 2 for the Process Flow Diagram)
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RESPONSIEBLE DOCUMENTATION
LEADTIME
COMPLAINANT Submits Incident Report
IMMEDIATE Reviews for merit of investigation.
SUPERRIOR Prepares/Issues Notice of Violation
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C. On Disciplinary Meeting/Administrative Hearing
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10.

11.

A Disciplinary Hearing Fanel shall be created i ant only whar & Company offense ot
violation merits termination as a discipiinary acbor.

An erring employee shall be accorded with & fair anc¢ equal oppariunity relative to the
complaints lodged against him.

The Disciplinary Hearing Panel shall invite the employee to attend a disciplinary

. meeting/administrative hearing in order that he would have full participation in the

course of the investigation, thereby giving him the opportunitv to be heard. The
employee shall be notified in writing within seventy-two (72} hours prior to the conduct
of the disciplinary meeting/administrative hearing.

Before the investigation proper, attendance shall be taken, which requires all participants
to signify their presence. All proceedings shall be recorded for reference and evaluation.
If the alleged offense is perceived to be serious and grave, which may pose a threat to the
life or property of the Company or its employees, the employee, upon approval of the
HR Manager or Personnel Officer, may be put under preventive suspension pending a
full disciplinary hearing for which he shall receive at least seventy-two (72) hours notice.
At theend of the investigative proceedings, all facts and matters taken will be
summarized and all parties present will have to sign to attest and confirm all statements
made and the same shall be part of the official documentation (Transcript of
Administrative Meeting).

After having heard and considered the merits of the case, the Panel will draft its decision
and present the same to the HR Manager or Personnel Officer and the GM for final

approval. !
The GM should review and decide upon the report/recommendation of the Panel within
two (2) weeks. @ o

As soon as the entire course of the investigation is completed, the employee shall be
advised in writing of the results and the corresponding sancion Tknown as Disciplinary
Action Notice) to be carried out no later than five (5) working days from the time the
decision was made. The disciplinary Action Notice should include an advice to the erring
employee of his right to appeal.

All members of the Disciplinary Hearing Panel shall sign the Disciplinary Action Notice
and serve the same to the employee. If the disciplinary action calls for termination of
employment, a Termination Notice will be issued to the employee, which must be signed
by the HR Manager and the Department Head.

The Disciplinary Ilearing PPanel shall submit a complete set of the documents to HRD for
purposes of record-keeping and future reference and for employee’s personal file.

(Please refer to Figure 3 for the Process Flow Diagram)
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D.On Tesminstion

It must be made knowr Hiz: termination of employment services shall only be carried
out upon due consigerator of all facts and circumstances gathered and presented.

After going througi the investigation process with the DIHP and termination as a
disciplinary action has been decided upon, the employee will be advised in writing
(Termination Notice} not later than three (3) working days from the time of the decision.
Upon receipt of the Termination Notice, the employee must account for and immediately
return all Company properties assigned or entrus ted to him by his immediate supenor.
In case Lhe employee did not eppear to receive his Termination Notice, said notice shall
be sent via registered maii to his last known address and this completes the obligation of

the Company.

Figure 4. Flow Diagram for Termination

RESPONSIBLE DOCUMENTATION LEADTIME
Submits recommendation. i
, HR Considers all facts of case.
MANAGER Igsues Termination Notice.
And GM Otherwise, reduce DA
depending on merits of the Within 3 WD
case.
DHP
\
' Receives Termination Notice. 1
2 o | ——————P wg s
EMPLOYEE Returns all accoufitabilities to
Company.
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E. On Appeals

Appeale against any disciplinary action shouil be filed in writing within three (3) days
upon issuance of the Disciplinary Action Ivotizz/ Termination Notice to the employee.
Once an appeal has been filed, it will be management's prerogative to give due
recognition to the appeal.

3. The written appeal should be submitted tc ths General Manager and should indicate the
reasons and clear grounds for the appeal.

4. An APPEALS COMMITTEE will then convene, composed of the GM, HR Manager or
Personnel Officer, and another management representative, within ten (10) days from
receipt of the appeal (including review of relevant documentation/ facts of the case.

5. Prior to the Appeals Comunittee meeting, all relevant documentation will be gathered
and made available to the members of the Appeals Committee [or review and evaluation.

6. The appeals Committee will be given five (5) days to review lhe facts of the case. After

the five-day review period, the Appeals committee Meeting shall be conducted with

prior notice to the appellant of not less than seventy-two (72) hours.

The Appeals Committee’s decision should be made within five (5) days from date of the

Appeals Meeting/Hearing.

8. The Appeals Committee’s decision shall be final and executory. The Appeals Committee

shall notify the appellant of the final decision of the committee in writing. There will be

no further right of appeal for the employee within the Company.

=1

[

~1

Figure 5. Flow Diagram for Appeals
RESPONSIBLE DOCUMENTATION LEADTIME

g .
DHP » Submits recommendation.
‘MI
HR e Considers all facts of the case.
MANAGER Issues Termination Notice.
anf Otherwise, reduce DA ~
g ' depending on merits of the Within 3 WD
- case. i
| 2 DHP .\__'_//"——
HR Receives Termination Notice.
MANAGER Returns all accountabilities to
and GM Company.
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< ~-JEDULE OF DISCIPLINARY ACTIONS:

e following schedule of Disciplinary Actions has been snumerated in order of degree, which
shell be imposed in the event of any violations on the Code of Good Conduct:

Disciplinary Action Number of Infraction
Verbal Warning 1# Offense
Written Reprimand and Offense
One-day Suspension 3 Offense
Three-day Suspension . 4u Offense
Five-day Suspension ‘ 5th Offense
One month Suspension 6 Offense
Termination 7t Offense

Note: All suspension refers to working days (regular holidays, special days and/ or rest days are
not considered part of the suspension days)

The correspondi'ﬁg penalty to be imposed on an employee after being proven accountable for an
offense is primarily determined by the specific nature of his misconduct or misdemeanor vis-a-
vis the number of times he has violated such particular provision in the Code of Good Corporate
Conduct. Each offense in this Code has a separate table of sanctions on where prescription of the
corresponding disciplinary action is based.

For example: i
No. of Offenses and their Corresponding
Sanctions

OFFENSES AGAINST ABSENCES AND ist 2nd 3¢ 4th 5th  6th 7th
TARDINESS

1) Unauthorized or unexcused absence from work
(failure to report for work without valid or VR WR 1D5 3DS 5D 1MS T
justifiable reason) or simple case of absence.

.2) Habitual Absenteeism or excessive absences of

at least 3 days in a mon th, unless it is covered by a WR 3Ds 505 T

pre-approved leave application; or absences
without official leave (AWOL).

Ideally, the principle of progressive discipline shall be applied. However, there are instances

when this shall not be appropriate and applicable, especially in the case of multiple-violations or
accumulated offenses due to violation of different provisions in this Code.

A violation or offense of the same provision done repetitively or a series of irtegularities, even of
different nature, over a given period of time is said to be habitual.

As such, this provides the Company with a reasonable ground for implementing more stringent
disciplinary actions including terminating an employee for accumulating a significant number of
olfenses within a given period from the time of the [irst disciplinary action, are considered a
reasonable ground for an employee's termination of employment. In which case, we refer to the

table hereunder.
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Classification and
_ Number of offenses
committed

Period within which an Employee committed an Offense

Withir. 3 Months

7 minor Offenses

3 Serinus Offense

5 Minor and 1 Serious
2 Serious and 1 Minor
Any number or
combination of
offenses more than
those listed above

Within 6 Months

10 minor Offenses

7 Serious Offense

7 Minor and 3 Serious
5 Serious and 2 Minor
Any number or
combination of
offenses more than
those listed above

Within 12 Months

15 minor Offenses

9 Serious Offense

10 Minor and 3 Serious
7 Serious and 3 Minor
Any number or
combination of
offenses more than
those listed above



APPENDIX
STHEDULE OF OFFENSES
Below is the schedule of offenses and its corresponding disciplinary achons, which are inconsistent

with the Company’s rules and regulations under the Code of Business Conduct and Corporale
Policies, as well as, in conflict with acceptable organizational norms and practices.

. No. of Offenses and their Corresponding Sanctions
VIOLATIONS Art | Ist | 2nd |3rd | 4th Sth 6th | 7th
282

Article 1. GROSS MISCONDUCT

We, as group of professionals are God-centered, value excellence, teamwork, integrity, customer
service, and employee satisfaction. We want to treat each other with dignity, respect, and
morally upright. We strongly understand that our behavior must reflect our values -GETICEP

Section 1. Acts of Immorality, | A

Indecency or Disrespect to One’s i
Dignity . :

T .,:Dr
1> Commiling acts of indecency, i

immorality and moral turpitude within
or outside company premises or during
official business prejudicial to the
Company's interests. (Grave Offense)

2> Acts of lasciviousness committed T
and performed by an employee upon
employees of either sex. (Grave Offense)

3> Exhibition or distributon of 6
pornographic literature, publicly
propagating doctrines contrary Lo
public morals and standards to the ;
prejudice of the Company’s inlegrity
and interest. (Grave Offense) EE !

4> Engaging in illicit or unlawful affairs T
with a co-employee(s) or with a person
not necessarily employed by the
Company, that affects work
productivity and cause the Company
disgrace and puts the Company's name
ina bad light. (Grave Offense)

5> Sexual HMarassment committed by v
any ar any other person, who having
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| - . . m - A
the authority, infinenze o mael

ascendancy over ansther wilhin or
outside the Company i
demands, requests or otherwise
requires any sexual favor from the
other, regardless of whethar the
demand, request for requiremeni for
submission is accepted by the objzct of
said act, as stipulated in RA No. 7677
(Anti-sexual harassment Act of 1995}, as
well as, that which are defined and
specified under the Corporate Code of
Business Conduct. (Grave Offense)

5.1> Performs or exhibits unwelcome
sexual advances. (Grave Offense)

5.2> Requests for sexual favors or
other verbal or physical conduct of a
sexual  nature in  the  work
environment (Grave Offense)

5.2> Verbal harassment or unwelcome
offensive, Jewd or sexually-oriented
jokes, e-mails, advances, propositions,
overt threats, conversations with
sexual overtones, etc. whether written
or spoken. (Grave Offense)

1IMS

54>  Thysical  harassment or
unwelcome body contact through
touching, etc. (Grave Offense)

55>  Harassment thru  virtual
technology or modern means or
unwelcome exposure o sexually
explicit gestures, pictures or objects
(e.g. calendars, posters, Internet
images, magazines, graffiti). (Grave
Offense)

56> Any and all acts of sexual
harassment. (Grave Offense)

6> Work Harassment, such as engaging
in epithets, slurs, negative stereotyping,
or threatening, intimidating or hostile
acts, or written or graphic material that
denigrates or shows hostlity or
aversion to an 'ingividual because of
age, religion, race, gender, sexual
orientation, position, rank or
designation, etc. and that is placed on
walls, bulletin boards, in electronic
media, or anywhere in the work
environment or is circulaled in the work
environment. (Grave Offense)

5D5

1M5

»

7> Any and all acls that are offensive lo
decency and good moral, which give
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~

its employees or visitors. (Grave | ' {
Offense) i :

Section 2. Fighting, Troublemaling. | A o i
Threats, Coercion or Physical Injury ! i

1> During working time or within
Company premises, or during any
Company-sponsored similar activides,
engaging another employee or other ‘
employees or persons in a fight, or i
prodding or goading another employee:
or employees or other persons lo
engage in a fight, which:

1.1> Results in injury to persons or 505 [1MS | T
destruction/damage to  properly.
(Serious Offense) )

1.2> Does not result in injury .or 3D5 | 5DS |1IMS | T
damage to Company or any of its
property. (Minor Offense)

2> Assaulting, challenging to a fight, IMS | T
intimidating, coercing or threatening
with bodily harm or intentionally
causing physical or bodily injury to
anolher person during working time
and/or within company premises.
(Serious Offense)

3> Taking of human life. (Grave L
Offense) " ' :
4> A violent act which prevents an IMS | T -

employee or officer of the Company
from performing his official functions.
(Serious Offense)

5> Act of intimidaon or coercion, IMS | T
which forces an employee or other
person in the Company to engage into or
do something against his will. (Serious
Offense) ‘

6> Use of Harsh Words, Threats, 3DS | 5DS | 1IMS | T
Vexations, Insults, or Intimidation. For
example, “You're stupid”, “You're an
idiot”, “1 will terminate you!” (Serious
Offense)

7> Insulting, threatening, using abusive IMS | T
or profane language, or showing willful »
_disrespectto anyone in the Company or ‘

any immediate member of his family.

(Serious Offense) _ ;

8> Engaging in horseplay, or other 1DS | 3DS | 5DS | 1MS
similar activities within the Company

premises and during working hours.

(Minor Offense)

9> Provoking or challenging anyone in 5DS | 1MS | T

the Company to a fistfight. (Serious

Offense)
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10> Deliberate destruction of the
Company’s image/ reputation, any of its
/fﬁ-opert}', emplovees or employees’

l_g{ fense)

immediate family members. (Serious,

M5

11> Retaliation against a person for
reporting a violation of the Code or any
of the Company’s policies. (Serious
Offense) \

VG |

Section 3. Intriguing Against Honor,
Libel, Defamation or Slander

1> Rumor-mongering, intriguing ! or
uttering malicious or false/malevolent

| reports against another employee or

person in the Company, which tends to
cast dishonor, discredit or contempt
upon the latter. (Serious Offense)

305

1M5

2> Planting evidence against another
employee for the purpose of pinning

offense under this Code and/or SPMC's
Code of Business Conduct; or to evade
responsibility for his own commission of
the said crime or offense. (Serious
Offense)

him to a crime or commission of.an

3> Commission of an act, which is done
to malign, cast dishonor or discredit to
e Company or any of its employees.

] (Serious Offense)

3DS

5DS

1MS

-]
-

wowing disrespect, discourtesy, or
Lifisult to the Company, his superior
and /or co-employees. (Minor Offense)

5D5

IMS

Section 4. Quarreling with Customers
or Suppliers - (includes canteen
personnei,  security guards and
janitors) ?

A/D

1> Assaulting, challenging to a fight, or
threalening with bodily harm a
customer or supplier regardless of
whatever the act resulted to injury or
destruction/damage o  property.
(Serious Offense) .

5DS5

2> using insulting, abusive, threatening
or profane language against a customer
or supplier. (Serious Offense)

5D5

3% Showing disrespect, discourtesy, or
ihsult to customers or . suppliers.
(Serious Offense)

3D5

1MS

Section 5. Engaging in Non-Work
Related  Activities within  Company
Premises and during Working Hours,
which may or may not resuit to violent

behavior.,
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1> Gembdling, wacing, conducting
i » T, . . H

jatieries or pertizinzting in any form of
| games of chanze. or other similar acts

within company premises. (Serious
(Offense)

305

5D5

1MS

2> Soliciing for any cause and ,
selling/ peddling of goods, wares, moon
lighting, etc., without prior approval.
from the Company . (Minaor Offense)

WR

1Ds

305

505

1MS

3> distributing literatures unrelated to
work within Company premises at all
times, and outside Company premises
during working time, without Company
approval. (Minor Offense)

WR

1D5

3Ds

505

1MS

4> Writing, carving, etching, painting or
posting writings, drawings or other
similar acts which tend to deface
Company property. (Minor Offense)

1DS

3D5

1MS

5> Drinking alcoholic beverages or
taking  prohibited  drugs  within
Company premises either during or
after official work Thours. (Grave
Offense)

6> Reporting lo work under the
influence of alcohol or prohibited drugs.
(Grave Offense)

7> Bringing in, possessing, using or
causing to be brought or used,
prohibited  drugs into  Company
premises, except when such drugs take
the form of medicine prescribed by a
physician, and approval is sought from
the Company for bringing such drugs
inside its premises. (Grave Offense)

8> Smoking in prohibited areas. (Minor
Olfense) £

WR

1D5S

3D5S

5DS

1MS

9> Connivance or knowledge of any
form of gambling, betting, and/or other
unauthorized activiies within the
company premises. (Minor Offense)

1DS

3Ds

5D5

1MS

10> Unauthorized possession of a
deadly weapon, firearm or explosives
within company premises. (Grave
Offense) '

11> Discharging of explosives or
fircarms during working time or within
Company premises, unless authorized.
(Grave Offense)

\

: 2

Section 6. Insubordination or Willful
Disobedience

1> ~Insubordination/Willful  refusal
Athout any valid reasun, lo accept
reasonable and lawful orders or specific

TMS

EE SR EOEEE S BE D E B EE N E X
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instruchons given by superior. (Serious

Offense)
—

~~ Defiance of an oraer Lo be transferred
to another territory/ place of assignment
even with appropriate acdvance nolice.
(Serious Offense)

3> Willfully disregarding Company:
policies, for example, policies on car
maintenance  (accessories  alteration,
removal, replacement, addition), cell
phone policy, etc. (Serious Offense)

1D5

3Ds

IMS

1> Refusal to submit reports as required
by superior. (Minor Offense)

WR

1D5

5> TRefusal to submit to security
inspection or audit, medical examination
or any other required tests. (Minor
Offense)

1DS

6> Refusal to_comply with established
SOP (standard operating procedures)

| and  prevailing industry  practhice.
“| (Serious Offense)

5DS

TMS

7> Intentional refusal to perform one’s
job/assigned task, resulting to potential
or actual losses/damages to Company
or any of its property or injury to
persons. (Serious Offense)

1MS

8> Refusal or failure to render overtime
work even on occasions when work
demands are too high, esp. after
signifying willingness to do so. (Serious
Offense)

5D

1MS

9> Absence despite prior denial of
request for permission to be absent
(unless such absence shall be for a valid
reason other than that for which leave of
absence was denied, and such reason
could not have been communicated to
the immediate superior prior fo
absence). (Minor Offense)

WR

105

5DS

1MS

10> Refusal to follow general and
specific health and safety rules. (Minor
Offense) "

1DS

3D5

5DS

1MS

11> Refusal to submit to reasonable
inspection conducted within Company
premises by authorized Company
security personnel or representative.
(Minor Olfense)

105

3D&

5D5

IMS

12> Willfully holding back, slowing
down, hindering or limiting work
output. (Serious Olfense)

3D5

5DS

TMS

13> Reporting to work while disease is
still  contagious  or communicable.
(Serious Olfense)

305

5DS

IMS
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{r_14> Concealing ¢ areezzc o contagious
f

disease/ iliness. {Sarious Dirense)
(15> Intentional disregerd to comply or 1DS | 3DS |5DS |1M5 | T
violation of general hezeiih anc safety
rules and regulations, {Sarioue JHfense)

TMS | T

=1
=
)
wn

16> Willful disregard to compir with or WR | 1DS |3DS |5D5 [1M5 | T
foliow general Company policies and
_rules, such as non-wearing of ID and
) prescribed dress code inside Company
| premises, elc. (Minor Offense)
17> Willful refusal without vaiid reason DS | 3DS | 5DS |1MS | T

to cooperate with other employeas in the
completion of assigned functions/ tasks.
(Minor Offense)

18> Refusal to cooperate in the 5DS |IMS | T
investigation of a violation of the Code
or any of the Company's rules and
regulations. (Serious Offense)

19> Authorizdtion or participation in | 8DS |1IMS | T
actions or behavior that violate the Code
or any of the Company's policie/s.
(Serious Offense)

Article II. GROSS NEGLIGENCE

We value Professionalism and Excellence in all we do -which means that we have to ensure
our commitments for time and the quality. of work we generate' must be met. We have
Position Profiles that describe our Core Job Responsibilities which clearly defines work
expectations. W e follow through on our responsibilities, are accountable and motivated to
give our best in all we do.

Section 1. Absences and Tardiness B

1> Unauthorized or unexcused absence WR |1DS |3DS [5DS |1IMS | T
,fmm"\jvork (failure to report for work
without valid or justified reason) or
simple case of absence. (Minor Offense)

2> Habitual absenteeism or excessive 1DS | 3DSs [5DS |1IMS | T
absences, which is over and above the
allowable vacation or any Company-
authorized leaves, without justifiable
reason. (Serious Offense)

3> Absences without official leave 1DS | 3D5S | 5D5 |IMS | T |
(AWOL). (Serious Offense)
4> Deliberate and unjustified refusal of T » .

the  employee to  resume  his
employment; or abandonment of work
with the intention to sever employee-
employer relationship. (Grave Offense)

5> Unauthorized extension of leave of 1DS [3DS |5DS |[IMS | T
| absence, especially for the purpose of
pursuing allernative prolessional or
personal pursuit (e.g. applying for work
abroad while on vacation), whether or
_not extension would result o subslantial
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Tdisruption of wormi. oo powmg efrect

continuity of wortk. (Sarizie 7)

T&> Jardiness in Teporing o
(Minor Offense)

WR

1D6

15

7 Tardiness in atiznding meszung: anc
other  official  funchions withou
justifiable reason (ie. 15 minutes fora1-
hour meeting; 30 minutes or more for
meetings of more than 1-hour du ralion].

(Minor Offense)

WR

115

1MS

8> Tardiness in submitting reports and
other projects/requirements, —excep!
when extension of deadline was first
sought and was subsequently granted.
(Minor Offense)

WR

1DS

3D5

1M8S

g> Tardiness in Teporting to work after
taking his break time or extending break
time, either in the office or in the field,
beyond prescribed official break time.
(Minor Offense)

WR

1DS

3DS

5DS

Section 2. Negligencey,

1> Failure to submit required reports,
with np initiaive to request for
extenpié of deadline. (Minor Offense)

105

3D5

1M5

25 Acts of negligence or carelessness
Concerning work, committed during
working time or within work premises,
resulting in injury to persons or damage
to-property belonging to the Company
_A"0or to third parties, or otherwise causing
expenses to be incurred by the
Company, e.g. Car accident as a result of
driving while lexting, or driving after
drinking alcoholic beverages. (Serious
Offense)

5DS

1M5

3> Repeated negligence causing the
Company potential or achual losses,
damages, or waslages. (Serious Offense)

3DSs

5DS

1MS

_A> Neglect or failure to carry out verbal
or _written official orders, and/or
/—’perfmm regular assigned dubes, or
specific instructions related to his duty.
(Serious Offense)

5> While on duty, ~leaving work
EW[ or work area without
_pefmission [rom superior, except during
| established practices like coffee breaks
and lunch breaks. (Minor Offense)

WR

1DS

3Ds

1IMS

6> Loaling, loitering, sleeping, or
frequently receiving personal visilors, or
frequently making or receiving personal
calls while on Company time or within
Company premises. (Minor Offense)

3Ds

5DS
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G - e in biesiness g Drafessior E]l
7> Engaging I DUSINZSE O DIOF2IsINn

pursuiLr; and similar acZvigas otkiie
employment, particufariy when work
with the Company is adverszfe affacped,
(Minor Offense)

3D5

1MS

8> Losing or misplacing Company
records/documents, (e.g. 207 files,
manuals, reports, etc.). {Sariovs Offense)

5D5

IMS

g> Negligence of the employee in the
care of Company equipment, tools or
property resulting or causing damage to
property or injury to persons and/or
payment for losses due to negligence in
handling Company funds or other
cimilar incidents. (Serious Offense)

5DS

1IMS

10> Failure o inform HRD within 10
days from effectivity any change in
personal data;” such as civil status,
address, and of dependents including
contact numbers. (Minor Offense)

WR

1D5

3D5

5DS

11> Unauthorized performance of
task(s) assigned to another employee
that results in losses, damages, or
wastages to the /Company. (Serious
Offense)

1DS

5D5

1MS

12> Unauthorized use or misuse of
Company property, equipments and/or
facilities, such as computer, office
machines, supplies, etc. (Minor Offense)

WR

1DS

3DS

5DS

1MS

13> Installing or  introducing
unauthorized computer software to any
Company  computers/PC.  (Serious
Offense)

505

1MS5

14> Unauthorized use or misuse of
electronic mail, voicemail, the Intranet,
the Internet, and other electronic media
for purposes and activities other than
business and official use. (Serious
Offense)

3DS

5D5

1MS

15> Failure on the part of a superior to
take Lhe necessary steps lo avert or
redress or reportany act or violation of
Company rules and regulations with the
intent (o conceal or due to gross
negligence. (Serious Offense)

1DSs

16> Conspiracy, condoning or
maliciously allowing an employee to
partake or commit a Company violation
of the Code or any of the Company’s
violalions. (Serious Offense) )
17> Pailure of a resigning employee to
conlinue rendering work during the
allowable prescribed period of advance

3DS

505

WR

1D8S

IS

5DS |

IMS | T
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| written notice, unless with prope:
consent and approval. (Minor Offense)

,,
g
L& 13
I

18> Negligence in the custody o
Company documents, ie allowing
others access to confidential materials
belonging to the Company. (Serious
Offense) ! ,

19> Failure by a violator's superior(s) 1o 305 [ 8BS j1Ms 41 i
detect and report a violation of the Code !
or any of the Company’s policies, if such | i
failure reflects inadequate supervision !
or lack of oversight (Serious Offense)

20= Driving Company service SEIS. LTME | T
vehicle/car without a wvalid driver’s
license or failure to renew an expired
driver’s license yet engaged in dn’vi.ng a
Company service car. (Serious Offense)

Artiele III. FRAUDULENT ACTS OR WILLFUL BREACH OF TRUST

We value Integrity and hire honest people with integrity. Mutual trust and confidence is
expected of each employee. We conduct ourselves in a professional manner which reflects the
highest ethical business standards —keeping in mind the best interests of our Company because
it provides fair and gracious benefits for employees.

The business affairs of the Company and its clients are confidential and are kept that way. We
do not discuss with anyone, even other employees --except with prior authorization.

We recognize that confidendal information inciudes. without limitation, all non-public
information that might be of use to competitors, or harmful to the Company or its customers, if

i disciosed. Such information may include informaton about the Company's financial condition,

prospects or plans, its marketing and sales programs and research and development
information, as well as information relating to mergers and acquisions and divestitures.
Confidential information is also recognized to include information concerning possible

orders, sales information and prospects, suppliers or joint venture partners, which the Company
is under an obligation to maintain as confidential We may not use confidential information for
our own personal benefit or the benefit of persons or entities ouiside the Company including,
without limitation, all media outlets.

transactions with other companies or informaton about the Company's customers, purchase |

Section 1.  Misappropriation or | C ] '
Withholding Company Funds
_+T> Using Company funds for personal i T -

expenses. (Grave Offense)

2> Diversion or applicaton of Company 15105 [9Ng | T
funds from which it was actually

intended for, or using Company funds
for activities other than that for which it
is intended, without proper approval \

]
ol 1
and authorjzation. (Serious Offense) ‘ [N SRS S
i
]

3> Failure o relurn unused cash 505 1 IM3 LT ; %
| advances, or unnsed portions of cash J ' '
; advances, within the prescribed period- | ' : ,
and without the necessity for demand. | S A (TS IO S N, e




T R e o

(Sertous Difenss:

4> Conversior of money or goods or
any other Company property entrusted
upon an emplioves etther by function or
duties, to the preiudice of the Company
or any of its employees or authorized
representatives (Grzve Offense)

Section 2. Diirectly or indirectly
tampering any pertinenl papers or
documents with the purpose of
defrauding the Company.

C/D

1> Padding invoices or official receipts.

(Grave Offense)

2> Signing for others to signify receipt
of any assistance or honorarium, in cash
or in kind, without actually giving the
assistance or hdhorarium, in order to get
reimbursement or to report the same as
part of liquidation of cash advances or
any kind of Company fund ‘in the
employee’s care. (Grave Offense)

3> Punching another employee's time
card, or tampering time cards. (Grave
Offense)

4> Knowingly giving false or misleading
information in applying for employment
or other personnel acton/movement.

{Grave Offense)

5> Changing the quality or quantity of
any Company equipment, malerials or
supplies or anything of value which are
considered as Dbelonging of the
Company. (Serious Offense)

Section 3. Dishonesty/Concealing
Important  Information from the

Company

1> Concealing defective work, which
results in prejudice to the Company.
(Serious Offense)

5DS

2> Knowingly | giving  untrathful
statements or cohcealing material facts
in an investigation conducted by
authorized  representative of  the
Company. (Serious Offense)

5D5

3> Giving false or misleading
information to seek or to qualify for any
preference or benefit from the Company.
(Serious Qffense)

4> Providing classified and or
confidential information to  direct
compelitors or other external parties,
either for personal gain or otherwise.
(Serious Offense)

D5
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by

Pt Channeling : :
/1 unauthorized parges, or chezsng the

—

Company for proft (Goeve Diiznse)

2> Charging expenses 1ot ectually
incurred in relation to offiziz. business,
and reporting the same a¢ such, for
purposes of drawing reimousszment
(Grave Offense)

| 2> Forging signature of authorized
Company represenmtives with: the intent
o gain or defraud. (Grave Offense)

4> Falsification, alterations or imitations
¢ 'of Company  records/documents
whether or not there is personal gain or
advantage, (Serious Offense)

5> False representation, pretending to be
an authorized representative or officer of
the Company, with the intent to gain or
profit with prejudice to the Company.
(Grave Offense)

6> Pretending to be In the assigned
| territory  or coverage area but is
/[ elsewhere attending to personal matters

and/or engaging in activities other than
| work. (Serious Offense)

5DS

1IMS

| 7> Commission of any and acts of fraud,

| dishonesty, deceit or willful breach of
| trust with prejudice to the Company’s
interest, welfare, safety or security.
(Serions Offense)

Section 5. Breach of Trust

/,A"; Conniving with 37 person(s) to
#"| defraud the Company. (Grave Offense)

1.1> Soliciing or receiving money,
gifts, share, percentage or bencfits
from any person/entity, personally
or through the mediation of another,

to perform an act prejudicial to the
Company.

1.2> Soliciting or receiving money,
gifts, share,. percentage or benefits
from any person/entity, personally
or through the mediation of another,
as a condition for carrying out a tesk
which is actually part of his basic
responsibilities

2> Without proper previous authority,
releasing or divulging confidential
| information to unauthorized person(s).
| (Serious Offense)

2.1> Revezling trade secrets.

i e

2.2> Giving or discussing marketing
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- ‘ans,-'strawgies or POA {anm o |
B ction) to others, evel i spey 276 not |

;iireft compelitors. i SR TP S S
73> Discussing confiaenda. work | 505 | a2
information to reiatives or friends
3> Any acts of robbery and/ or tneft of
Company property or of ce-empioyees’
‘ personal property, with or without
| Violence and with intent to gain inside
1 the Company premises or
| Jockers/ drawers. (Grave Offense)

4> Tailure to report theft or loss of

Company erty. (Serious Offense)

55 concealing or refusing to report
| violations of Company rules and
L}micies, {Serious Offense? -
= Favoring compentors. (Serious
Offense) %
7> Unauthorized sale of disposition of
Company property, equipments, elc.
{(Serious Qffense)
| 8> Participating whether directly or [WR |1D5
indirectly, in any achvity or transaction
where such involvement is in conflict H
;
|
.
|
1
\

with the Company’s interest, unless with
prior approval and consent (Minor
| Offense)
> Obtaining loans from customers, 3D5 | 5DS
1 suppliers, and the like, prejudicial to the
| interest of the Company. (Serious l t
| Offense) | ‘ l ‘
[ Gection 6. Sabotage [ C/D | l l ] |
i
|
i
|

1> Intentional or malicious destruction T
of Company property and facilities by
| and/or through any means whether or
not resulting in grave loss or damage.
(Grave Offense) |
7> Breaking into computer Systems T I\

and/or  other secured  files and
| documents. (Grave Offense)

3> Any and all other acts of sabotage. T \ ‘ r
L{Grave Offense) - , T

Article IV. GROSS INEFFICIENCY

I T N % S SN S

standards that everyone must meet. We are committed and understand our role in achieving

‘}
% . e
‘what we do, we need Lo ensure expected quality and efficiency standards. We have sel
{

| our vision and fulfilling our mission. We are DeathCare Experts®

|

We are a results oriented company focused on DeathCare. AS we would like to be the experts at |
|
|
_%

— ______..___.—-M
| Gection 1. Failure to meet Company 1| B ‘

| Standards

1
\
i 1

7> Constant violation of performance l i ‘L | }
| standards, as well as, quality and | ‘ !
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Ty,

o mecang required numbert | | IS 1 !
1 sate:  without valid reason; | ‘ ‘ !L ;
3 inapiitn Lo aeliver Tequired qunmll g E ; 1.
| (unit ©f garvicas and peso revenue) | l !; wl |
E or consistent failure toO deliver ! ‘_ | } i
i\ expected D2t revenue (sales 1ess \ '] : \ 1
i pperafing costs)  OF constantly | . | \ l‘ !
| incurring significant costs without \ \ |1
1 :urrespondmg increase in revenue. '1 ll .‘ é

(Serious Offense)
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o>  Submission of inaccurate Of o \ \ i

! unverified data in required reports for \ . !
the purpose of misleading the intended ‘ i 1

| user/s of the information. (Serious l

| Offense)

Article V. CRIMINAL ACTS
Section 1. Commission of an unlawful
act, which is considered a criminal
offense under the law. (Grave Offense
Section. 2. Commission of any and all
acts resulting O damages and
liabilities, which adversely affect the

business operations of the Company,
etc. (Grave OQffense)

jts reputation,

EFFECTIVITY

The Code of Good Corporate Conduct shall take effect immediately and superce
and rules implemented before its inception.

Approved for impﬁemenmdon:

HR hanager/Pers onnel Officer
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des all other codes
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General Manager



