
















































































































































































































































ACKNOWLEDGEMENT OF

EMPLOYEE HANDBOOK

AB LEISURE EXPONENT, INC. (ABLEI) 

I, the undersigned, acknowledge the receipt of the Employee Handbook for 

all the employees of AB Leisure Exponent, Inc. (ABLEI) and its subsidiaries.

I understand that I am required to read and become familiar with all the 

provisions of these policies.

I further understand that neither this handbook nor any provision of this 

handbook is or implies an employment contract or any other type of contract. 

terminated at any time at the will of either the employee or ABLEI and its 

subsidiaries subject to the provisions of the Labor Code of the Philippines.  

Printed Name

Signature

Date

2015 3rd Edition



THIS HANDBOOK BELONGS TO:

NAME:                                                                                                   

DEPARTMENT/BRANCH:                                                                                                 

ORIENTATION DATE:                                                                                                   



FROM THE PRESIDENT’S TABLE 

To our valued employees,  

Congratulations to all of you for receiving today a copy of the Employee’s 

Handbook.  It should serve you well in matters that concern your employment 

with AB Leisure Exponent, Inc. and its subsidiaries.

This handbook was prepared to acquaint you with policies regarding your 

employment.  It also aims to provide an understanding of what we expect 

from one another so that we may work together effectively.  

Please read this handbook carefully and keep it for reference.  It should 

come in handy at any time that you may need to know information about 

your employment.  

productivity, and growth.  Hence, we institute measures to create such 

environment.  Knowing what is expected of us is one of the many ways by 

which this can be achieved.  

Let us use this handbook properly.  Let it guide us as we do our work in the 

achievement of our personal as well as corporate goals.  
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INTRODUCTION

We believe that a company’s most important resource is its human resource. 

A major factor in a company’s growth and stability is its ability to provide 

and nurture a work environment that is conducive to both personal and 

professional growth of its human resources.  

This manual was developed to document all human resources policies of the 

company.  It intends to provide all employees with the necessary information 

on conditions for employment, responsibilities of employees to the Company, 

programs of the Company aimed at fostering an environment of personal 

and professional growth for its employees.

Another purpose of this manual is to facilitate decision-making on recurrent 

situations and generally promote consistent and uniform treatment of such 

situations.  

Due to the dynamic nature of the business, no manual can embody policies 

that are all-encompassing or anticipate every circumstance. The Company 

therefore, reserves the right to revise, supplement, or rescind any policy or 

portions thereof as the need arises, at its sole discretion, in accordance 

All other existing human resources policies that may not have been 

incorporated into this manual at the time of its publication, particularly 

those that are internal to a particular division, shall continue to be in force 

and in effect.  

to take time to read the manual, understand its provision and explain them 

may be sought from the Human Resource Department.  
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COMPANY HISTORY

A.B. Leisure Exponent, Inc. (ABLE), doing business as Bingo Bonanza 

Corporation (BBC), is the pioneer in professional bingo gaming in the 

Philippines. It is operating under a Grant of Authority from the Philippine 

Amusement Gaming Corporation, issued on September 8, 1995. As the 

large and modern bingo halls, it has elevated the game into a professional, 

trustworthy and legitimate source of entertainment for communities. 

BBC had its humble beginnings on May 16, 1993, when it offered weekend 

bingo sessions of ten games, utilizing a space along a corridor in SM 

from weekly to daily gaming. Today, the company offers daily bingo sessions 

of seven games, attracting an average of 30,000 players a day who have 

the chance to win prizes.

In October 1999, ABLE became a wholly owned subsidiary of Leisure and 

Resorts World Corporation, a company listed with the Philippine Stock 

Exchange.

BBC has maintained its leadership in the bingo business in the Philippines 

through innovative and trailblazing strategies. BBC brought state-of-the-art 

bingo equipment and communication technology to its bingo halls across the 

country, allowing bingo enthusiasts to play electronically linked games. This 

enabled players in one parlor to enjoy bingo simultaneously and interactively 

with players in other bingo parlors, with bigger prizes at stake.  BBC takes 

In 2002, the BBC successfully introduced Electronic Bingo, an electronic 

alternative to the more popular paper cards currently used in all bingo parlors 

nationwide.  The Electronic Bingo terminal is the most advanced equipment 

of its kind in the market and is in use in the United States, Latin America 

and in other countries where the popularity of Bingo has reached newfound 

heights. This product line is presently making a very substantial contribution 

to the revenue streams of the Company.

(47) bingo parlors and seventy (70) bingo boutiques nationwide. Most of 

the bingo parlors are located in major shopping malls in Metro Manila and 

key provincial cities.
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COMPANY VISION AND MISSION  

Bingo Bonanza Corporation will be the provider of a total bingo experience.

We are a leading bingo and entertainment company committed to provide our 

customers the best value in bingo products and services.

To our Customers:

• Provide wholesome and innovative bingo entertainment

• Provide the ultimate bingo experience

To our Employees:

• Recognize and reward them for exemplary contribution

• Provide programs that will enhance their quality of life

To our Shareholders:

• Provide a fair share on return on investment

To the Community:

• Be continuously involved in socio-civic projects

To the Government:

• Operate within the government regulatory framework

We adhere to these values which we all, as one company, agree to the ties that 

LOYALTY -We believe that loyalty is borne and sealed through relationships 

EMPOWERMENT 
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INTEGRITY -

SERVICE -

UNITY -

RESILIENCE -

EXCELLENCE -
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ABOUT YOUR EMPLOYMENT...

AB Leisure Exponent, Inc. and its subsidiaries has the responsibility to ensure 

and customers.  Accordingly, the company has established standards of 

conduct, rules and regulations.  Thus, it is the employee’s responsibility 

in general that the standards of conduct must be observed and followed.  

Employees violating such standards will be subject to corrective action up to 

and including termination, depending on the seriousness of the infraction.

It should be remembered that employment is at the mutual consent of the 

employee and the company.  Accordingly,either the employee or the company 

can terminate the employment relationship, subject to existing labor laws.

Employees who engage in misconduct or whose performance is 

unsatisfactory may be subject to corrective action, up to and including 

immediate discharge.

The Company expects all employees to be reliable and punctual in reporting 

to their respective workplaces.  Absenteeism and tardiness place an undue 

burden on other employees and on the Company because of possible 

operational delays, disruption and reduction in overall productivity.

action, up to and including termination of employment.

Attendance records are used in the regular performance evaluation rating 

of employees. 
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About Your Employment

Employees are granted one (1) hour break time during their work shift.

Branch employees (except Branch Head), and Warehouse employees (except 

Drivers) are required to log their break time in their time records. Failure to 

do so shall result to salary deduction equivalent to one day’s work.  Minimal 

break time period shall result to disciplinary action.

All employees are prohibited from engaging in any activity, practice, conduct 

by another employee that can result in personal gain for that employee or 

for a relative at the expense of Company interest. 

eligibility.

1. Regular 

2. Probationary 

3. Contractual 

4. Consultants

5. Special Appointees

Regular 

Probationary

Newly hired employees who are required to pass a probationary period. 

for regular employees. 
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About Your Employment

or whatever is provided for by law.

Persons who are hired to render services for an activity or a project with 

or whatever is provided for by law.

Consultants

Their remuneration package shall be in accordance with the terms and 

conditions that are agreed upon at the time their services are engaged.

They are generally not covered by regulations on working hours and 

duration of their employment

The appointing authority determines their compensation package.

Employees who end their service with the Company (resigned, terminated, 

expired contract) must surrender company property that may be issued 

to him, undergo exit interview and secure the proper clearance from the 

Company.  

An employee clearance document must be completed within the 

employee’s section and forwarded to Human Resources Department 

after all items have been cleared along with the employee’s Company 

ID, Health Card, Mall/Building ID. 

The Accounting Department shall compute his Final Settlement that 

The employee is required to undergo exit interview at the Human 

Resource Department scheduled at the time of his resignation. 

The exit interview will afford an opportunity for an employee to disclose 

issues, suggestions, complaints, and questions that could serve as 

valuable inputs for improvement of working conditions, policies and 

procedures. 
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The Company accommodates requests for branch transfer. 

Employee must forward a formal request through a letter addressed to the 

Human Resource Department coursed through their Department Heads 

and Division Heads.    

Requests may be granted upon approval of management only if the position 

is vacant in the work location where the requesting employee wishes to be 

transferred and if the employee will accede to the agreement regarding the 

applicable salary rate that will take effect (If any).  

Manila to Province request – Provincial rate will apply

Province to Manila request – Manila rate will apply

Province to another Province  – Regional rate will apply

The Human Resource Department posts notices of regular, full time job 

The interested employee must submit an application form for an internal job 

opening to the Human Resource Department so that he may be considered 

for the position.  

His current Department Head must approve his transfer in case his 

application for the open position is accepted. 

Employees who are transferred within the company must pass a probationary 

period of a maximum of six (6) months.

The employee could be removed from the position at anytime during 

or immediately after the probationary period if his superiors find his 

performance unsatisfactory. He will then report back to his original 

assignment.

The Company reserves the right not to post a notice of a particular opening 

About Your Employment
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be in the best interest of the Company.

All new employees assigned in Metro Manila and extended Metro Manila 

regulations of the Company and/or general rules in the Bingo Parlors. 

New employees assigned in provincial branches will undergo orientation 

in their respective branches conducted by the Operations Supervisor for 

Human Resource.  

Rotation is when an employee is assigned to work in different jobs, one after 

the other to help maintain stability in the operation when some employees 

may be absent, or suddenly leave the service.

Training program is carried out prior to implementation of the rotation and 

careful supervision by his head is needed to ensure that the rotation will 

not cause disruption in the operations.

Employees are cautioned to carefully consider the demands that additional 

work will impose on them before seeking or accepting outside employment 

or “sidelines”.  

A second job will not be considered an excuse for poor job performance, 

absenteeism, tardiness, or under time.  

The company entails disclosure of a second job through a written notice 

addressed to the Human Resource Manager.  Failure to do so shall be 

penalized. 

especially for direct competitors of the company.  

The probationary period for newly hired employees shall be for a maximum 

of six (6) months from the date of hiring.

About Your Employment
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The employment status of the newly hired employee may be converted 

from probationary to regular after a maximun service of six (6) months if 

his superiors judge him to have shown exemplary performance and if there 

The company or the new employee may end the employment relationship 

specifying the reasons for doing so.

positions and rank.

The corresponding salary adjustment will be based on the company 

Compensation Administration Program.

Employees interested in promotional opportunities outside their present 

department should request an interview with the Human Resource 

An employee’s  (based on his performance 

evaluation result) and completion of the probationary period will result to 

The Regularization Notice (Personnel Action Notice) shall be released by 

the Human Resource Department to the concerned employee.  The notice 

also indicates his corresponding salary.

If his performance during the probationary period does not meet the 

company standards, his services shall be terminated from the Company 

before his probationary period expires.  

Employees are requested to notify the Human Resource Department as 

soon as possible of any intention to terminate their employment through 

writing, at least one month prior.  

About Your Employment
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Employees are responsible and accountable for items issued to them by 

the Company.  

These items must be returned upon the Company’s request or upon 

termination of employment.  

check the cost of any items that are not returned when required.  Moreover, 

the Company may take all legal action deemed appropriate to recover its 

property.  

Every employee (except New Rapid Bingo Data Center Personnel) is on an 

on-call basis by his or her immediate superior/Department Head.  

Saturday is a paid working day whether or not an employee reports for 

work.  Thus, there will be no additional remuneration for work rendered on 

Saturdays unless it falls on a holiday.  

Dismissal of an employee shall be carried out with due process and be in 

accordance with the Labor Code and its implementing rules and regulations.  

Employee will be given the opportunity to be heard and to defend himself 

before the Personnel or Fraud Committee.

Personnel or Fraud Committee members shall thoroughly review the 

Only the President can overturn the decision of the Committee.

Serious misconduct

Willful disobedience of the lawful orders of the Company

Gross and habitual neglect of duties

Fraud or willful breach of the trust reposed by the Company

Commission of a crime or offense against an employee of the 

Company/ any immediate member of his family/duly authorized 

representative

About Your Employment
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About Your Employment

Redundancy

Installation of labor-saving devices

Retrenchment to prevent losses

Prejudicial ailment

Employee has reached retirement age  

be issued a termination notice by the Human Resource Department at the 

end of the contract. 

In order to foster growth among our employees and promote a competitive 

working environment, the training section shall provide opportunities to 

enhance the skills of its employees through various training programs.

Initially, newly hired employees undergo new employee’s orientation 

conducted by Training Section of the Human Resource Department (or 

Operations Supervisor in Provincial branches) before he starts reporting for 

his job.  He will be informed on the Company’s general rules and regulations 

applicable to his job assignment.  His Supervisor will be responsible in 

Training Programs, in-house or off-site, are conducted as the need arises 

based on the result of Training Needs Analysis.   

Submit copies of training manuals and materials

Stay with the Company for at least one (1) year, for every training 

program attended worth Php10,000 – Php50,000.  

If the employee resigns within the period stated in this policy, he will pay for 

the total training expenses including other charges that may be applicable.  

It will be the management’s discretion how long an employee will be 

required to stay if the training cost an employee attended is worth more 

than Php50,000.  

Attendance in conventions is not covered by this policy.  

training.
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About Your Employment

(8 hours per day), with one (1) rest day every week.

Employees are required to adhere to their work schedules by reporting to 

and taking break periods as authorized (see Break Time p.5). 

above 8.

their subordinates and are posted in their bulletin board.  Schedules 

are changed semi-monthly.  

work schedules of their subordinates upon their employment. 

Requests for a change in work schedule and/or rest day are allowed, 

either temporarily or permanently (see 

hours/rest day p.29).
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ABOUT YOUR BENEFITS...

The Company may grant prolonged leave of absence without pay on a case-

to-case basis for a period not exceeding one month.  

Application for leave of absence without pay exceeding one month will 

require the approval of the President.  

2.1 13

The Company shall grant 13th Month Pay to employees who have been 

with the Company for at least a month in accordance with the provisions 

of Presidential Decree No. 851.

The 13th Month Pay shall be given annually not later than December 

24 in accordance with law.   This bonus is given on a pro-rata basis.  

To facilitate processing and payment, basic salary from January 1 to 

December 31 of the current year shall be used as basis for computing 

the amount of 13th Month Pay.  Any computed 13th month pay 

of the succeeding year.

The 13th

Total Basic Pay + Employee Support Allowance earned from January 1st 

to December 31st of the current year divided by 12 months.           

Employees who were separated from the Company at any time during 

the calendar year will receive the pro-rated equivalent of their 13th 

Month Pay upon clearing himself/herself of all liabilities and property 

receivables from the Company.

2.2 14

The 14th Month Pay is a guaranteed Company bonus given to regular 

and active employees at the time of granting. 

to assist employees in their children’s school opening needs.  
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In the same manner as 13th month pay, this bonus is given on a pro-rata 

basis.  Payment is one twelfth (1/12) of the total basic Pay + Employee 

Support Allowance earned covering May 1 of previous year to April 30 

of the current year.

Management. Employment must be at least one (1) year on or before 

1st of December starting on the employee’s probationary period.

This is granted to employees who suffered loss of an immediate family 

member/s (parents, brothers and sisters - up to four (4) claims, legal 

spouse and legitimate children).

In case there are two or more brothers and sisters employed in 

assistance in the event of death of their parents and their other 

legitimate siblings – up to four (4) claims.

The employee should notify the Human Resource Department of the 

death of the members of his family (see bereavement leave p.24).

processing the Company bereavement assistance.

The Company shall contribute the amount of Three Thousand Pesos 

(P3,000.00) to the employee.

A maternity assistance of Six Thousand pesos (P6,000) is granted for 

those who gave birth, had a miscarriage or unwanted abortion.  

The maternity assistance is granted only up to the 4th child (including 

made on the previous deliveries or miscarriages.
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The employee shall notify her employer of her pregnancy and comply 

the rules and regulations it may provide. 

Any employee who wants to avail of the Company maternity assistance 

Registered Marriage Contract (If employee is married)

SSS E-4 (for married employee only)

Dilatation & Curettage Report 

Hystopath Report 

Discharge summary (caesarian birth)

The check for maternity assistance must be claimed by the employee 

Resource Department. For provincial  branches, the check and voucher 

will be sent to the branch and employee must send back the voucher 

signed.

illness requires hospitalization as advised by the attending physician.

The number of days upon which the total amount of assistance will be 

determined from the actual date of admission and will end on the actual 

Human Resource Department by the spouse, immediate family member 

or duly authorized representative of the employee.
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hospitalization or a copy of the admission form from the 

hospital, specifying the nature of illness.

Initial Sick Leave form (see sick leave p.22) indicating the 

estimated number of days with a copy of the doctor’s advise 

The Human Resource department will process the payment of an initial 

from the attending physician includes an estimated number of days of 

The balance of the assistance will be released after the discharge and 

upon submission of copies of hospital records from which the number 

The employee may opt to seek release of the total amount of assistance 

If the initial amount released is more than the amount due to the 

Company the excess amount through salary deduction in accordance 

  < P 401.00 = One-time salary deduction

P 401.00 < P 801.00 = Two-time salary deduction

P 801.00 < P 1,201.00 = Three-time salary deduction

P 1,201.00 < P 1,601.00 = Four-time salary deduction

P 1,601.00 < P 2,001.00 = Five-time salary deduction

P 2,001.00 < P 2,501.00 = Six-time salary deduction

P 2,501.00 < P 3,001.00 = Seven-time salary deduction

  > P 3,001.00 = Eight-time salary deduction

The assistance will be granted only up to a maximum of thirty (30) days 

The Company can grant an interest-free emergency loan equivalent to 

one (1) month basic salary or maximum of P15,000 for those whose 

monthly basic pay exceeds P15,000. The loan will be payable in six (6) 

months, without interest.

Acceptable reasons are death or hospitalization of parent or sibling 
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(for single employees); death or hospitalization of parent, spouse (if 

married) and child, housing repairs due to damages caused by natural 

calamities, and other similar emergencies.

Transportation subsidy is given on the succeeding payroll after 

regularization.

The amount of subsidy shall be P25.00 per day, or P650 monthly, net 
of taxes, based on an average of 26 days per month. The amount due 
to employees shall be based on the existing payroll cutoff periods and 
shall be given on a semi-monthly basis, generally every 5th and 20th 
day of the month, or as deemed appropriate by the Finance Division. 

The employee shall be entitled to the subsidy on the basis of the days 
worked per payroll period. The employee will not be entitled to the 
subsidy for days covered by suspensions and unauthorized absences 
or authorized absences in excess of the leave credits.

The company ties up with banks to offer salary loans to regular 
employees with a lower interest rate offered only for corporate accounts.

To qualify for a loan application, the employee must have no existing 
company loans. Employees with existing company loans have to fully 
pay the loan before they can avail  of this bank loan. Furthermore, the 
company requires that employee-borrower must have a minimum tenure 

The tenure requirement and any  other requirements that the company 
will implement may change from time to time based on the agreed 
Memorandum of Agreement (MOA) between the bank and the company.

The bank likewise has the authority to establish the requirements 
needed from the employee-borrower and decide the amount of loan to 
be granted to the employee-borrower based on their policies.

of the Human Resource Department. The list of requirements to be 
submitted is indicated in the loan application form. Loan applications 
are endorsed to the bank for review and approval.

The bank  sends the check of approved loans to Compensation and 

check.
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Payment of loan is through salary deduction. If the employee separates 
from the company before full payment of the loan, the Final Settlement 
of the employee will be alloted for the payment of the loan balance. 

necessary procedures to coordinate with the employee-borrower on 
their loan balance based on their internal procedures and legal process.

An employee with an existing Regular Salary and Emergency Loan with 
our tie-up banks can no longer avail the company emergency loan 
except in cases of extreme necessity as determined by the Company 
Emergency Loan Administrator and if the total monthly deductions for 
these loans will not exceed thirty three per cent (33%) of his average 
take home pay.

 

This is given as support to employees for their food expenses during off-

special project activities. Such must be approved by the Department/

Division Head in compliance with the subsidy options. 

Reimbursement is contingent upon a properly completed and approved 

to couriers/messengers due to the basic nature of their job.

Employees are provided with group life insurance upon their 

regularization at the company. An employee chooses his/her 

Category Subsidy

Off base assignment, including 
overnight work  - minimum 5hrs (not 
applicable to messengers)

Php70/pax/day

Department meeting - minimum 3hrs Php120/pax

Special Project Assignment variable amount

Branch Events
*monthly specials
*branch meetings
*branch anniversary
*other special occasions

Php50/pax or maximum of 
Php2,000 whichever is lower
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requirements of the insurance provider.

Job Grade   Coverage  

 1 - 4 P 200,000.00

 5 - 7 P 300,000.00

 8 - 9 P 500,000.00

 10 - 12 P 700,000.00

 VPs & Pres. P 1M

This is a comprehensive Health Plan, which covers in-patient and out-

clinics and doctors.

A pregnant employee who uses her medical insurance due to an illness 

that is in connection with her pregnancy shall not be covered by the 

insurance provider.

Employees’ dependents can avail of this medical insurance upon 

request. The premium payments for which shall be chargeable to the 

account of the employee through salary deduction.

In the event that an employee would want to terminate the medical 

be submitted to the Human Resource Department.

Employees must undergo Annual Physical Exam (A.P.E.) for continuous 

insurance coverage. If an employee fails to comply with the scheduled 

A.P.E. within the set deadline, the insurance coverage of the employee 

(including his/her dependents) will be terminated by the company. To 

resume insurance coverage, the employee must undergo A.P.E. which 

they will personally pay for including re-enrollment charges. Moreover, 

the insurance coverage of his dependents will resume only upon 

request.

Job Grade Coverage Room

2-5 Php80,000/illness/year Ward

6-7 Php90,000/illness/year Semi-Private Open

8-9 Php100,000/illness/year Small Private Open

10-11 Php120,000/illness/year Regular Private Open

12-14 Php130,000/illness/year Large Private Open

President Php150,000/illness/year Suite
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Regular employees are eligible to receive the appropriate service awards 

employment service.

cumulative.  If an employee leaves the Company and is later re-employed, 

the length of previous periods of employment will not be added together in 

order to determine eligibility; only the re-employment period will be counted. 

At the anniversary date of the Company, May 16 of each year in which 

an employee reaches one of the service milestones set forth above, the 

employee will be awarded the appropriate service plaque of appreciation 

and a cash gift.

Plaque of appreciation plus P5,000 cash gift

Plaque of appreciation plus P10,000 cash gift

Plaque of appreciation plus P20,000 cash gift

rendered one year of service or a fraction thereof during the previous 

calendar year, and have therefore earned the corresponding vacation 

leave credits during that year.  

They will be entitled to enjoy the earned vacation leave credits in the 

succeeding year, starting the month of January.  The maximum annual 

Branch/Warehouse employee  =   17 days

1-5yrs tenure   =   15 days
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after earning the vacation leave credits in the previous calendar year.  

Newly regularized employees will still be entitled to vacation leaves on 

the calendar year following their year of hiring in accordance with the 

credits they earn.  The vacation leave credits for newly hired employees 

are computed proportionately to the number of months of service in 

the year they are hired.

Vacation leave credits are non-cumulative.  Unused leaves at the end 

of the year shall be forfeited and shall not be convertible to cash.

Approved vacation leaves canceled by the superior due to operational 

requirements and thus remain unused at the end of the year may be 

deferred up to February of the succeeding year.  They shall be scheduled 

separately from the regular vacation leave entitlement. Deferred 

vacation leaves remaining after February will be forfeited.

belonging to Job Grade 9 and above out of the total annual vacation 

leave credits is allowed for use to attend to sudden illness of any 

employee’s home or within the immediate vicinity of the employees 

residence and any major natural or man-made calamity preventing an 

employee from reporting for work.  The respective three (3) days and 

of affected employee can be released in full on the scheduled payday.

schedule requirement of Vacation Leave.  The affected employee, 

however, is required to notify his immediate superior by any suitable 

means of communication as soon as possible, so that the leave 

victims of such major calamities, the balance of vacation leave credits 

are convertible to emergency leave, subject to the approval of the 

Department.
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Legal or Special holidays and rest days falling within the vacation leave 

period will not be considered part of the leave and therefore will not be 

subtracted from the leave credits.

Vice-Presidents are exempted from regulations and requirements on 

the vacation leaves.

Employees must submit their approved vacation leave applications to 

 1 - 2 days VL - two (2) days ahead

 6 - 10 days VL - ten (10) days ahead

Those performing complementary functions within the branch are not 

allowed to go on leave at the same time; e.g. only one (1) Operations 

Supervisor, or one (1) cashier/card staff, etc at any given time.  A 

who are going on leave.

No more than two (2) personnel per branch are allowed to take their 

vacations at the same time.

The vacation leaves falling before or after major holidays of the year 

are distributed equitably among branch employees to ensure that no 

employee is at a disadvantage.

Any regular employee who is unable to report to work due to injury or 

(15) days per year.  

at home or in a hospital.

All regular employees at all job grades and levels of employment shall 

earn the sick leave credits by rendering continuous service for one year 

or a fraction thereof during the previous calendar year.  They shall then 

enjoy whatever leave credits they have earned in the previous year in 

the succeeding calendar year.  The leave credits shall be computed in 

proportion to the number of months served.
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certifying such sickness from a responsible member of the employee’s 

household is acceptable considering that not all sickness will require 

consultations with a doctor.  

Consideration shall be given to employees who are to submit the 

requirement until the 18th of the month for 1-15 cut-off and the 3rd for 

the 16-28/29/30/31 cut-off.

Unused sick leave is convertible to cash and shall be paid on or before 

February 15 of the following year.  

For employees who resign within a calendar year, the cash equivalent of 

the sick leave credits earned within the current year shall be included 

If an employee’s sick leave is due to a serious illness, he has to submit 

clearance from his physician.  

Employees who are on sick leave and have consumed all his sick leave 

credits may be allowed to apply his vacation leave balance for sick 

or in a hospital or similar treatment facility.  This is applicable only to 

for a major illness requiring prolonged recuperation and convalescence.  

Employees belonging to the category of Department Head and above 

the approval of the immediate superior on the leave form is required 

for the sick leave to be considered valid.

All regular employees, regardless of length of service shall be entitled 

to a bereavement leave of four (4) working days with full pay in case 

of death of an immediate family member (spouse, child/ren, parents, 

parents-in-law, brother/s, sister/s, legally adopted child/ren).

as a requirement for payment of the leave incurred.
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requirement for a maximum of seven days.

of death, personally, through an immediate family member or a 

representative with a written request duly signed by the employee.  In 

of the employee upon the employee’s request.

June 11, 1996.

Every married male employee in the private sector shall be entitled to 

Employee must notify the Human Resource Department of the 

pregnancy of his wife and her expected date of delivery subject to the 

Paternity leave is also applicable if the employee’s wife suffers a 

miscarriage or an unwanted abortion.

for by the Human Resource Department and submit the same to the 

latter, together with a copy of his marriage contract (if not yet submitted 

to Human Resource Department). 

unwanted abortion, duly signed by the attending physician or midwife 

showing the actual date of childbirth, miscarriage or unwanted abortion, 

as the case may be.

delivery by his wife; provided, that the total number of days shall not 

exceed seven (7) working days for each delivery.  Provided further, that 

date of said delivery.
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unable to work due to childbirth or miscarriage or unwanted abortion.  

cent of the member’s average daily salary credit (based on SSS table) 

multiplied by 60 days for normal delivery or miscarriage, and 78 days 

for caesarean cases.

The employee has paid at least three monthly contributions 

within the 12-month period immediately preceding the 

semester of her childbirth or miscarriage.

and the probable date of her childbirth. Notice shall be 

transmitted to the SSS by accomplishing SSS Form B-300A 

regulations it may provide.

four (4) deliveries or miscarriages or unwanted abortion. The 

or miscarriages or unwanted abortion.

Parking slots are limited to employees with job grades above 8.  

Parking Stickers application and renewal are coursed through the Human 

Resource Department. 

Employee must furnish the Human Resource Department the vehicle’s 

sticker as required by the Building Administration. 

For individual parking slot, the Company shall only pay for the employee’s 
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The Company implements Performance Management System to enable 

each department within the Company to focus on work activities and goals, 

identify and correct existing problems, and to encourage better performance.  

All employees after regularization undergo performance evaluation semi-

annually.  Only those who earn a rating equivalent to or above satisfactory 

level are given merit increase following the pay structure designed by the 

Corporate Performance Evaluation Committee.  

establishments or government entities. 

Buses, Jeepney, Pedicabs and other forms other than taxi

Public Trains

 

Employee’s use of his personal/company provided vehicle shall be 

allowed provided that reimbursements for gasoline expense will only 

The allowable transportation expense shall cover the lowest fare (from 

employee’s house to assigned work destination vs. from employee’s 

work base to assigned work destination) 

Claims for transportation expense may be reimbursed from the Petty 
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assigned. Transportation expense may also be given through advances 

from the Petty Cash Fund subject to the approval of the Department 

Head/Branch Head but the same must be appropriately liquidated 

Claims should be detailed on the Petty Cash Voucher and/or 

accomplished transportation expense report duly supported by 

original receipts and documentations. After which, this voucher must 

be submitted to the Department/Branch Head for approval and for 

endorsement to the petty cash custodian..

Travel by air shall generally be preferred but shall in no case be the 

Job Grade 1-9 - Lowest fare from any airline 

Job Grade 10-12 & VP - PAL

The Department Head shall submit a travel request letter to the Human 

Resource Department and likewise furnish a copy for Purchasing 

Department for plane ticket purchase. The reason, duration and 

schedule of the travel must be indicated in the request letter.  

The Human Resource Department shall prepare the employee’s request 

for Travel Form and compute the applicable allowances, and secure 

approval of the computation from the Head of the Administration 

Division, and forward the form to Accounting Department for processing.  

The Human Resource and Purchasing Department shall monitor the 

travels whose duration are actually shorter than the schedule indicated 

any excess amount either in cash or through immediate salary deduction.

The employee is required to inform his superior of his address while on 

assignment regardless of whether he is staying in a hotel or elsewhere 

to facilitate communication with him.

Allowances for laundry (for assignments of long duration) are built–in, 

in the schedule of allowances.

Employees traveling with consultants are normally not allowed to 

spend for representation for these consultants unless prior written 
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authorization is given by the Vice-President concerned or the President.  

concerned.  The required cash advance should then be approved by them 

and secured by the employee, and should be liquidated in accordance with 

existing company policy.

Per diem shall be granted on straight daily basis or fraction of a day, 

depending on the travel schedules presented. Supporting receipts need not 

be presented for expenses within the scope and limits set forth in the policy.

Department all used airline ticket, coupons and passenger copy of the 

The full amount of airfare will be charged to the account of employees who 

fail to comply with this policy.
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RULES AND REGULATIONS – GENERAL

Dress, grooming, and personal cleanliness standards contribute to the 

morale of all employees and affect the business image that the Company 

presents to its customers and the general public.

During business hours, all employees should dress and groom themselves 

according to the requirements of their position and accepted social 

standards. This is particularly required if the nature of the job requires 

dealing with customers or visitors directly. 

If the manager or supervisor feels that an employee’s appearance is 

inappropriate, the employee may be asked to change into more acceptable 

attire. If this requires leaving the workplace for a change of clothes, the 

employee will not be compensated for the time spent away from work.

Time monitored employees can be required and authorized by their superiors 

to work overtime as needed.  

work schedule changes form) for his over time so that it will be credited to 

his salary.  

The purpose of Petty Cash Fund is to allow for the reimbursement of minor or 

of such must be limited to reimbursement to employees for small expenses, 

not exceeding one thousand pesos (Php1,000.00).  

Employees who receive money from Petty Cash Fund shall submit to the 

petty cash custodian a completed petty cash voucher form for liquidation, 

of petty cash withdrawal, unless the period for liquidation is extended in 

writing by the Division Head. 

The petty cash custodian reports to the Comptrollership Department the 

employees who have not liquidated their petty cash advances beyond the 

allowable period of liquidation. The full amount shall automatically be 

deducted from the employee’s upcoming salary. A penalty shall also be 
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applied to employees who fail to liquidate petty cash advance within the 

allowable period. (see Appendix IX).

To avoid questions about the integrity of the conduct of our operations, all 

employees are prohibited from playing any of our games/products in any of 

our existing branches.

Furthermore, employees are also not allowed to play at all direct competitors 

offering the same line of products in our branches.

Anyone who violates this policy will be subject to disciplinary action up to 

and including termination of employment.  

Employees who wish to request for a change in working hours or rest day 

must accomplish the “applications for leaves/work schedule changes” form.  

and forwarded or sent via fax to Human Resource Department at least a 

day before the effective date of the request.  

Department on the same day.  

Employees who wish to request for a leave of absence without pay must 

accomplish the “applications for leaves/work schedule changes” form at 

least 2 (two) days prior its effective date.  

For emergency absence/s, employee must initially seek verbal approval of 

if his absences will be prolonged.  

Rules and Regulations - General
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four (4) hours of work of his shift schedule.  

An employee who has an emergency reason or is not feeling well will be 

An employee must accomplish the “applications for leaves/work schedule 

changes” form and seek approval from his Department/Branch Head and 

forward or sent via fax to Human Resource Department on the same day 

before the employee leaves the company premises.  

The Company is committed to providing a work environment that is free 

from discrimination and harassment. It recognizes that the tension and 

and employee morale. Actions, words, jokes or comments based on 

an individual’s sex, race, ethnicity, religion, age, or any other personal 

characteristic is prohibited.

Sexual harassment, both overt and subtle, is a form of employee misconduct 

that is demeaning to another person, causes considerable mental and 

emotional anguish and undermines the integrity of the employment 

relationship, especially if done by a superior to a subordinate. This is 

therefore strictly prohibited as mandated by R.A. 7877, also known as the 

Anti-Sexual Harassment Act of 1995, which took effect on March 5, 1995.

The purpose of this policy is to prevent sexual and other forms of harassment 

and to provide an employee, who believes he/she is being subjected to 

harassment, a prompt and secure means of ending it.

The Company realizes that sexual harassment cases are usually very 

difficult to resolve because of the complex and vague nature of the 

circumstances and situations surrounding such cases. It will usually redound 

to one person’s word against another, unless accusations are supported 

by evidence or testimonies of disinterested third parties. The Company 

therefore encourages all managers and supervisors to take measures to 

prevent, discourage and take prompt action to end such acts before they 

become full-blown problems. They should also see to it that the subject 

of such harassment is protected against any retaliatory moves by the 

employees concerned.

Rules and Regulations - General
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The Company regards all acts of harassment as a violation of the standards 

of conduct of employees. Accordingly, all employees committing such acts 

will be subject to termination of employment. Managers and supervisors who 

take advantage of their position and authority to sexually harass employees 

under them will be dealt with more severely.

Sexual harassment includes not only any unwelcome or offensive sexual 

advances or request for sexual favors but also other physical or verbal 

conduct with sexual connotations such as uninvited touching or physical 

contact and sexually suggestive comments. Sexual harassment further 

1. Where submission to or rejection of such conduct is made either 

explicitly or implicitly a term or condition for employment.

2. When submission to or rejection of such conduct is used as a 

basis for employment decisions such as promotions, transfers, 

performance reviews, etc.

3. When such behavior has the purpose or effect of unreasonably 

interfering with an individual’s performance or creating hostility 

or tension in the workplace.

Any employee who wants to report an  incident of sexual or any form 

of harassment should submit a written complaint to his supervisor or 

department head. If the employee believes it would be inappropriate for him 

to course the complaint to his supervisor or manager, the employee should 

submit the complaint to the manager of the Human Resource Department, 

or to any member of the Personnel Committee. The Company should ensure 

that no act of reprisal is taken against any complainant.

Any supervisor or manager who becomes aware of a possible incident or of 

sexual or other forms of harassment within their organizational unit must 

immediately take steps to curb such acts and prevent escalation. He should 

inform the Human Resource Manager or any member of the Personnel 

Committee in case he feels that the problem can no longer be resolved 

internally. The Personnel Committee shall then immediately, thoroughly, and 

impartially investigate the case, taking care as much as possible to maintain 

Rules and Regulations - General
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Rules and Regulations - General

action up to and including termination of employment if the results of the 

The company does not allow any employee to take retaliatory action against 

harassment. Acts of reprisal in any form may lead to disciplinary action, 

up to and including termination of employment. However, when results of 

investigation show that a complaint of harassment was fraudulent, frivolous 

or was intentionally done in bad faith to besmirch the reputation of other 

employees, the complainant may be subject to disciplinary action, up to and 

including termination of employment.

Individuals who are subjected to sexual and other forms of harassment may 

seek redress through informal means. Cases may be investigated internally 

and informally within a section, department or division if the complainant 

believes the complaint can be resolved fairly and satisfactorily in this manner. 

The supervisor, department manager, or division vice president should 

investigation is done within the organization, and an amicable settlement is 

reached. The complainant reserves the right to request a formal investigation 

if the case is not resolved amicably.

harassment by submitting a written complaint and request for a formal 

investigation through the Employee Relations Section of the Human 

of harassment, the places, dates and approximate time where such acts 

occurred, and the person who committed such act/s. The Human Resource 

Manager shall then meet with the complainant to verify the complaint, seek 

complaint. The Human Resource Manager shall then request the alleged 

harasser to explain in writing his response to the allegations against him, 

and conduct a discreet investigation. The complaint should be treated with 

the Personnel Committee to deliberate on the accusation and on the results 
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Rules and Regulations - General

of the investigation and to render a decision.

assign a representative to review the decision and decide on the case with 

The law requires that the Company must keep an accurate record of time 

Company will retain these records, along with other documents that are 

used as supporting document for an employee’s time record, for a minimum 

Upon employment, an employee will be informed whether he will be required 

to log in and out using time capturing device or if he will be exempted.  

It is the employee’s responsibility to ensure that his time records are 

complete and accurate.  

Schedule/rest day changes

Over time

Under time

Leaves with/without pay

Log in/out

Time record violations that an employee commits, will lead to salary 

Incomplete or multiple log in/out

Same log in and out for break time (if required to log)

Minimal break time period

Sick leave without prescribed attachment

Unapproved / disapproved attachment

For timekeeping offenses that are reconsidered, salary adjustments will be 

made accordingly on the employee’s next salary.  
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Employees must immediately report to his supervisor any damages to his 

workstation. 

Propriety software or codes developed by the Company is subject to copyright 

laws

Only authorized employees are allowed to use chat programs. This is for use 

business. 

Switching of computer parts unless authorized by the computer 

administrator, your supervisor or a manager.

Changing the setup of the workstation including the electrical plugs 

and network cables.

Swapping of Company owned items with personal owned is 

considered theft and grounds for immediate termination. 

approval of Administrator or Managers

Adding, Modifying User Account Settings.

Intentional installation or usage of malicious or destructive 

programs (hacking tools).  

business

email should not be used for gossiping, backbiting, or other negative 

activities.

the Information Technology and Management Services Department   
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Adding of network sources is strictly prohibited. If necessary, 

immediate supervisor.

Using of network resources, such as printing, for personal use must 

Employees who misuse Company computing and network resources or who 

fail to comply with the Company’s written usage policies, regulations and 

guidelines are subject to disciplinary action.  

Employees are entrusted with the use of the Company equipment and 

vehicles. Reasonable efforts must be made to ensure the security of the 

equipment and/or vehicles at all times.

be loaned or borrowed.  

Under no circumstances should the Company property be utilized for the 

personal use of any employee without the permission of the Department 

Head.  

The abuse, misuse or misappropriation of Company equipment and vehicles 

can lead to appropriate disciplinary actions.

Make arrangements for insurance or other requirements, i.e. make 

and registration of vehicle.

Provide restitution for any Company equipment and/or vehicles 

that are lost, stolen, or damaged due to negligence on the part of 

the employee.

Comply with procedural requirements and documentations in 

requisitioning any Company equipment and/or vehicles for work 

related use.

The custodians of equipment should see to it that procedural requirement 

is followed and all requisitions are signed by the designated approving 

authorities.
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Rules and Regulations - General

The telephone facility of the Company is strictly for business purposes only. 

Employees should practice courtesy and decorum in answering all telephone 

calls.  Appropriate telephone greeting should be used at all times.  

Company to outside entities.  

Only persons with legitimate business purposes and those with proper 

and other Company facilities.  

Employees are prohibited from bringing their children to the workplace 

unless they are participating in a supervised activity.  The Company cannot 

assume responsibility for any untoward incident or any injury sustained by 

employee’s children while inside Company premises.

Employees should immediately report the presence of unauthorized 

individuals inside the workplaces to the immediate superior and to the 

Employees are expected to observe proper decorum and treat all fellow 

employees and customers with respect at all times.  

that may be dangerous to others.  

Firearms and other weapons, explosives, dangerous devices or substances 

are strictly prohibited from Company premises without proper authorization.  

Threatening, coercing, intimidating another employee, customer or a 

member of the general public at any time, including off-duty periods is not 

allowed.  This prohibition includes all acts and forms of harassment.  

Employees should immediately report all violence or threats thereof, 

both directly or indirectly to his immediate superior or any member of 
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RULES AND REGULATIONS – BRANCH OPERATIONS

The goal of the Company is to commit itself to quality customer service by 

ensuring that all our clients, whether external or internal are greeted with 

a warm, personalized service.

It is the policy of the Company that a standard greeting phraseology be used 

according to Company standards at all times whether they are in operations 

or are in administrative work areas.

Upon entering the Company, all customers are warmly greeted with a 

smile and eye contact.

Staff is attentive with upright posture

Customer receives warm verbal greeting by name, if known; by “sir” or 

“ma’am” if name is not known.

Customers are acknowledged as soon as there is eye contact and 

greeting is made from a distance of one meter.

1. Good morning/ afternoon/ evening Sir/Ma’am

2. Welcome to ______________.

3. Good Luck Sir/Ma’am

4. Thank you for playing Bingo with us.

5. Please come again.

6. Thank you.

In Tagalog:

1. Magandang araw/ tanghali/ hapon/ gabi po, Sir/Ma’am

2. Manalo po sana kayo

3. Maraming salamat po. Balik po kayo.

Our corporate image is, to a very large extent, affected by the manner in 

which employees interact with customers. Therefore, maintaining good 

customer relations and customer satisfaction should be foremost in the 

minds of all employees.
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All customers must be treated with utmost respect and courtesy.  All 

employees must be friendly, helpful and prompt in giving attention to 

customers.

Customer complaints and concerns should be attended to immediately at 

the branch level by the Branch Manager and brought to the attention of the 

Operations & Marketing Division.  

Use of Cellular/Mobile Phone inside the playing area is prohibited whether 

an employee is on duty or on break period.  The use of cellular phones will 

Employees are prohibited from asking personal errands to Security Guards 

and Janitorial Personnel. 

Our Company will be held liable by agencies for any untoward incident that 

may happen to their personnel outside the place of assignment during their 

working hours.

Employees who incur shortage in sales or Company funds shall pay for the 

whole amount and may be given disciplinary action whether it was a willful 

act of misappropriation or act of negligence. 

Shortages shall be deducted from the upcoming salary of the employee.

Shortages incurred prior the payroll cut-off will be deducted immediately.

Shortages incurred after the payroll cut-off will be deducted on the 

succeeding cut-off period. 

Employees who incur shortage of more than Php3,000.00 but not more 

than the equivalent of the employee’s monthly salary within a period of two 

(2) years shall be sanctioned up to and including dismissal. 

Employees will only be exempted from disciplinary action if a) the shortage 

is directly attributable to machine or computer error/defect, b) the shortage 
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is due to excusable neglect but not more than Php3,000.00 within the 

two-year period. 

Branch Cashiers are required to submit a weekly shortages report every 

Tuesday to Human Resource Department and every cut-off to the Accounting 

Department. Failure to do so shall be given appropriate sanction up to and 

including dismissal.  

Employees who commit the following shall be terminated from work. 

Commits act/s resulting to a shortage or incurs a shortage 

amounting to more than his monthly salary. 

Willful misappropriation of Company funds/money.

Fraud

If an employee has incurred or committed an act that resulted to 

another shortage after being given a one (1) week suspension for 

the same offense.  

weekly shortages report.
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ABOUT YOUR TRAINING AND DEVELOPMENT...

All regular employees undergo orientation on all Company Rules and 

implements.  

Employees are given employee handbook for their guideline and for future 

reference.  

AB Leisure Exponent, Inc. acknowledges its crucial role in supporting 

educational programs of government and private schools by institutionalizing 

On- the- Job- Training program as a means of enriching the student’s  

knowledge and skills through actual practice and experience in their 

The Human Resource Department will only entertain requests from the 

Human Resource Department, in coordination with departments concerned, 

handles the screening, scheduling, monitoring, evaluation and other such 

matters pertaining to request by school for practicum or off-campus training 

of their students in all areas of operations of ABLE.

Student trainee must comply with Company rules and regulations and his 

job assignment duties.  

Employees who attend training programs or special studies that the company 

will require shall have a service contract with the Company.  

Employees who have undergone training costing between Php10,000.00 

and Php50,000.00 shall stay with the Company for at least one (1) year and 

shall execute a contract to that effect. 

All trainings attended amounting between Php10,000.00 and Php50,000.00   

shall require one (1) year of service for each training program attended.

If the employee resigns within the service contract, he will reimburse the 

Company the total training expenses. 
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The Management shall have its discretion on the number of years 

the employee needs to serve the Company if the training cost is over 

Php50,000.00.

For other training programs attended by an employee whose amount is 

Completion of the training program.  

training.

About Your Training and Development
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ABOUT YOUR PAY...

All regular, contractual and project employees are paid semi-monthly on the 

5th and 20th of the month.  

An employee’s salary is deposited by the Company to his payroll account 

that he will be required to accomplish before his date of employment.    

The 5th of the month payroll includes basic earnings for all work performed 

within the 16th day to end of the month payroll period of the previous month 

and adjustments/deductions for 1-15th payroll period of the previous month. 

The 20th of the month payroll includes basic earnings for all work performed 
th day of the present month payroll period and 

adjustments/deductions for 16th to month end payroll period of the previous 

month. 

In the event that a regularly scheduled payday falls on a weekend or a 

Company recognized holiday, it will be released day/s in advance.  

The Company takes reasonable steps to ensure that employees receive the 

correct amount of pay in each payroll period and that employees are paid 

on the scheduled payday. 

endorsement is made to the Payroll section.  If discrepancies are seen, 

these are corrected immediately.  

If an employee still notices discrepancies in his salary, he is advised to 

promptly report it to the Payroll and/or Employee Relations Section so 

that corrections can be made as quickly as possible through a standard 

procedure. 

payroll will be adjusted accordingly. 

The law requires that employers make certain deductions from every 
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Income tax

Social Security System

Human Development Mutual Fund (Pag-Ibig)

PhilHealth 

The above-mentioned deductions are computed based on guidelines set 

forth by the government agencies.  

Tardiness

Under time

Leaves without pay

Work Suspensions

Loan payments (company loan, government agency loan, company 

facilitated bank loan)

Company Uniform

Employee’s Health Card Dependents Fee/Medical Collectibles 

Shortages, Pay outs (for branch employees)

Emergency loans

distance calls)

Relations or Payroll Section.  

The table below illustrates the basis of computation of an employee’s salary 

that we presently implement.  

The table below illustrates the schedule of deduction for work suspension/s. 

About Your Pay
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OTHER THINGS YOU SHOULD KNOW...

The Company recognizes the right of each employee to examine and obtain 

reasonable time, except for information and materials therein that are 

accomplishing the “Access to Personnel Files” Form from the Human 

Resource Department.  Only the Human Resource staff may remove 

documents from personnel records or withhold records.  

employee who currently works in the superior’s section, department or 

division on a need-to-know basis. 

by any private or public agencies without appropriate legal authorization.

written request.  It must include pertinent information such as his complete 

name, present job title, department/branch, detailed purpose of his request, 

possible if necessary due to a valid urgent need of the employee.

In accordance to Department Order 53-03 of the Department of Labor and 

Employment – Drug-Free Work Policy, our company implements random 

Results of the test are disclosed to employee alone. If it turns positive, the 

company’s assessment team shall evaluate the results and determine the 

level of care and administrative interventions that can be extended to the 

concerned employee.
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However, the company has the authority to impose a sanction of termination 

to an employee in accordance with the provisions of Article 282 of Book VI 

of the Labor Code under RA 9165 – Comprehensive Dangerous Drug Act.

In the event of adverse weather conditions, civil disturbances (riots, 

commotions and the like) that are widespread and extremely severe, the 

Management can announce that employees may not report for work while 

pay for employees will be continued. 

A memorandum will be released by the Human Resource Department 

specifying instructions for all employees affected by the closing of operations.  

If there is an unplanned disruption of power or water, an emergency closing 

is not automatic.  The Managers shall acquire a prognosis of the extent 

and length of the disruption from the utility companies.  Employees should, 

insofar as possible, continue to carry out assignments.    

For an extended power or water outage,  employees may be given 

assignments to perform at another work location.

For branches, the Branch Heads, or Operations Supervisors in the absence 

of the former, are required to comply with procedural requirements and 

documentations that have been formulated for emergencies such as power 

outage, calamities and bad weather.  This covers stoppage and resumption 

players, refund and computation for the cost of unused cards, treatment of 

payout and pari-mutuel games as well as mall regulations to avoid penalties.

to emergencies.

The Company checks the employment references of all new hires, including 

previous employers. Reference checks may require credit history and criminal 

background review if necessary.  
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All inquiries will be made professionally and prudently. 

The Human Resource Department responds to all legitimate reference 

checks involving its present and past employees in an accurate and 

responsible manner. 

Unauthorized employees are prohibited from responding to requests for 

information regarding another employee, and should refer all inquiries to 

the Human Resource Department for appropriate responses.

If employees have concerns about work conditions, they are strongly 

encouraged to voice these concerns openly and directly to their supervisor.

If situations or conditions prevent an employee from discussing his concerns 

openly with his immediate supervisor, the employee is advised to discuss 

his concerns with the next level of management.

If the concerns are still unsatisfactorily resolved at this level, the employee is 

encouraged to discuss his concerns with the Employee Relations Supervisor 

or the Human Resource Manager. These concerns shall be treated with 

The Human Resource Department shall make all the necessary action to 

resolve issues and concerns brought up by its employees.

Corporate funds must be strictly used for legitimate purposes only as 

authorized by the Management. 

Approval authority is delegated within the Company based on management 

level and area of responsibility.  

The commitment or expenditure of corporate funds for any other purpose 

or by an unauthorized individual is strictly prohibited and could result in 

disciplinary action up to and including termination.  

Approval authority does not include taking action of committing the Company 

could be interpreted by an outside party as a commitment.  
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Employee must notify the Human Resource Department of any changes in 

personal data.

Personal mailing address, telephone numbers, number and names 

of dependents, individuals to contact in the event of an emergency, 

should be kept accurate and current at all times.

At the beginning of each year, the Recruitment section shall distribute a 

The Company does not rehire employees who resigned, were terminated, 

or whose contracts were expired.  

The President’s approval will be needed in cases where a Department/

Division Head considers a former employee for reemployment. 

A rehired employee will start again as a contractual/probationary employee 

and Company provided benefits would only be reinstated upon his 

regularization.  
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POLICY AND PROCEDURE CHANGES

While efforts have been made to make this manual as comprehensive as 

possible, it cannot address every issue that may arise. Changes may be 

required due to shifts in corporate strategies and directions as the Company 

adapts to the dynamics of the business environment. Existing policies may 

long-term viability of the Company and defend its interests and those of its 

stakeholders.

Policy changes may be proposed in writing by any organizational unit in the 

discuss the matter with his Department Head. The employee may also submit 

the proposal to the Employee Relations Section of the Human Resource 

Department if he believes that his proposal is of utmost importance and 

that he is not getting the appropriate attention from his Department Head.

The proposal should clearly state the subject, the objective, implementing 

quantitatively. The Human Resource Department shall accept all proposals 

for policy changes and submit them to the Management Committee for 

deliberation and decision. All policies and policy changes shall be approved 

by the Management Committee and signed by the President or his authorized 

implemented.

All policy changes, including their dates of implementation, shall be properly 

indicated in the corresponding pages of the manual. The superceded versions 

shall be removed, marked and archived.  
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Occupational Safety and Health (OSH) Program of    
Leisure and Resorts World Corporation 

 
I. Complete Company Profile/ Project details 

 Company Name: Leisure and Resorts World Corporation  
 Date Established: October 15, 1957 
 Complete Address:     26th Floor West Wing Philippine Stock Exchange, Pearl 

Drive, Ortigas, Pasig City 

 Phone and fax numbers                      637-5657 

 Website URL/Email address                https://lrwc.com.ph 

 Name of Company Owner/Manager/President          Jacqueline Chan                                                                                                 
                                                                                HR Management Head 
  
 Total Number of Employees;         289      Male    159     Female     130 

 Description of the business  Pls specify   

          Kindly check:  

o Manufacturing: ______________________________ 
o Service: ______________________________ 
o Agri/fishing: ______________________________ 
o Wholesale/retail ______________________________ 
o Utilities ______________________________ 
o Banks and financial institution _______________________ 
o Security Agency 
o Maintenance 
o Construction 
o Others (Please specify) Leisure and Entertainment 

· Product descriptions: (ex. Garments, shoes, electronics )_Electronic Bingo___ 

· Description of services: Leisure and Entertainment 
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Basic Components of Company OSH Program and Policy 
                              (DO 198-18, Chapter IV, Section 12) 
 
1.0 Company Commitment to  Comply with OSH Requirements 
2.0 General Safety and Health Programs 

-Safety and health Hazard Identification, Risk Assessment and Control (HIRAC) 
-Medical Surveillance for early detection and management  of occupational and work 
related diseases 
-First-aid and emergency medical services 

3.0  Promotion of Drug Free workplace, Mental health Services in the Workplace, Healthy 
lifestyle 

4.0  Prevention and Control of HIV-AIDS, Tuberculosis, Hepatitis B 
5.0  Composition and Duties of health and safety Committee 
6.0   OSH Personnel and Facilities 
7.0 Safety and Health Promotion, Training and Education 

-Orientation of all workers on OSH 
-Conduct of Risk Assessment, evaluation and Control 
-*Continuing training on OSH for OSH Personnel  
-*Work permit System 

8.0 Toolbox/Safety Meetings, job safety analysis 
9.0 Accident/Incident/illness Investigation, Recording and Reporting 
10.0 Personal Protective Equipment (PPE) 
11.0 Safety signages 
12.0 *Dust control and management and regulation on activities such as building of temporary 

structures and lifting and operation of electrical, mechanical, communications system 
and other requirements  

13.0 Welfare Facilities 

14.0 Emergency and disaster preparedness and response plan to include the organization 
and creation of disaster control groups, business continuity plan, and updating the 
hazard, risk and vulnerability assessment (as required) 

15.0 Solid waste management system 

16.0 Compliance with  Reportorial Government Requirement (refer to Item 9.0) 
17.0 Control and Management of Hazards (refer to Item 2-HIRAC) 
18.0 *Prohibited Acts and Penalties for Violations  
19.0 *Cost of Implementing Company OSH program  
 

*(Applicable for medium to high risk establishments with 10 to 50 workers and low  to high risk 
establishments with 51 workers and above) 
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1.0  Company Commitment to Comply with OSH Policy 

 
Leisure and Resorts World Corporation   do hereby commit      
                                 
to comply with the requirements of  RA 11058 and DOLE Department Order 198-18 (its 

Implementing Rules and Regulations) and the applicable provisions of the Occupational Safety 

and Health Standards (OSHS).   

 

We acknowledge the company’s obligation and responsibilities to provide appropriate funds for 

implementing this OSH program including orientation and training of its employees on OSH, 

provision and dissemination of IEC materials on safety and health, provision of Personal 

Protective Equipment (PPE) when necessary and other OSH related requirements and 

activities, to ensure the protection for our workers and employees against injuries, illnesses  and 

death through safe and healthy  working conditions and environment. 

 

We commit to conduct risk assessment as required  to  prevent workplace accidents  as well  as 

comply with other provisions of this OSH program.   That we are  also fully aware of the 

penalties and sanctions  for OSH violations as provided for in  RA 11058 and its Implementing 

Rules and Regulations.     

 
[Signature] ______________________________ 

[Name] _________Jacqueline Chan ___________  

                          HR Management Head 

 [Date] ;__________________________________ 
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2.0 General Safety and Health Programs  

21. Conduct of Risk Assessment 

Kindly accomplish.  Pls use additional pages if needed. You may also wish to attach your 
Company’s Risk Assessment Matrix as substitute 

 
  Risk Assessment Matrix 

    Task    Hazard Identified     Risk 
Description 

  Priority: likelihood 
of   injury and illness 
to occur 
      (low, medium, 
high) 
 

Control 
Measures 

 
 
Office staff  

 Prolonged exposure to 
computers  
 
 
 
 
 
 
 
Prolonged seating 
position and low physical 
activity but with high 
psychological related 
work 

 
Employees may 
experience 
headache or back 
ache due to 
prolonged works 
using computers  
 
 
Stress and mental 
fatigue 

          Low 
 
 
 
 
           Low 

Posted 
ergonomics 
exercise as 
needed 
 
Policy on work 
break 

Warehousemen May sometime lift items 
for delivery to staff  

Lifting of boxes         low Ensure proper 
lifting position 
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2.2 Medical Surveillance 

The company will require all employees to undergo a baseline or initial 
medical health examination prior to assigning to a potentially hazardous 
activity.  The examination will include but not limited to the following:   

a. Routine :    (×   ) CBC      (  ×  ) Chest X-ray    ( × ) Urinalysis    ( ×  ) stool 
exam 

b. Special:      (   ) Blood Chemistry   (   ) ECG      (   ) others, please specify 
c. Schedule of Annual medical examination:  (  x  ) Q1    (   )Q2    (   )Q3  (   

)Q4 
 

d. Is random drug testing conducted?   Yes__x___ when_Q1 of the year_   
No _____ 

 
 

2.3 First-Aid, Health Care Medicines and Equipment Facilities  

 
 How many treatment rooms/first aid rooms are existing in your company? 

none 
 How many Clinics in the workplace?   none 
 What hospital (s) are you affiliated with? Medical City 
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3.0 And 4.0 - Health Programs for the promotion, prevention and control 
 

 
 

ALCOHOL-FREE WORKPLACE POLICY AND PROGRAM 
 
 The LEISURE AND RESORTS WORLD CORPORATION adopts this alcohol-free 
workplace policy and program to ensure a safe and healthful workplace.  In this regard, all 
employees shall abide by the terms and conditions of this policy. 
 
I. ALCOHOL PROHIBITED 
 The Leisure and Resorts World Corporation , LRWC for brevity , explicitly prohibits 
the following: 

1. Use, possession, solicitation or sale of alcohol in the workplace; or 
2. Impairment or under the influence of alcohol which may cause/causing adverse effect 

on employee’s work performance, safety of co-employees or Company’s reputation. 
II. DEFINITION OF TERMS 

1. Assessment Team- A group of persons composed of occupational safety and health 
personnel, human resource manager, employer’s representative and employees’ 
representative who are trained to address all aspects of prevention. 

2. Cause Testing- A form of alcohol-test assessment conducted by the Company when an 
employee is suspected to be under the influence of alcohol. The Company request its 
suspected employee to submit himself to alcohol test. 

3. “Involved in an on-the-job accident or injury“- An accident of any person within the 
workplace immediately or proximately caused by the employee under the influence of 
alcohol.  

4.  Near Miss- An incident which could have led to any injury or fatality of employees 
and/or considerable damage to the employer had it not been curtailed. 

5.  Post-Accident Testing- A form of alcohol-test assessment conducted by the Company 
to those employees involved in an on the job accident or injury. 

6. Random Testing- A form of alcohol test assessment conducted by the Company 
Employees may be selected at random for alcohol testing at any interval determined 
by the company. 

7. Workplace – Any office or property owned, leased or operated by the Company or at 
any other place where an employee performs work for the Company. 
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III. PREVENTIVE MEASURES 

LRWC shall post in conspicuous place and notify in writing all its employees of this policy 
and shall establish an alcohol-free workplace policy awareness program. The contents of such 
awareness program are as follows: 

 
1. Dangers involved in the use, possession, solicitation or sale of alcohol in the 

workplace; 
2. Policy of maintaining an alcohol-free workplace; 
3. Available employee assistance program; and 
4. Imposable penalties for employees found guilty for violation of alcohol-free workplace 

policy.  
 

IV. TESTING PROCEDURE 
 

A. Cause-Test 
1. If an employee’s demeanour caused the Company to suspect that he is using, 

possessing, soliciting or selling alcohol in the workplace, the latter will request the 
former to submit himself to a cause-test. If the employee objects to subject himself to 
cause-test, he must state his objection and the reason thereof in writing. The 
Company shall immediately decide whether the ground for objection is valid or not. 
Should the Company found that the objection is not valid and the employee still 
refused to submit himself to the cause-test, the refusal will be considered as a 
ground for disciplinary action; and 
 

2. If the cause-test showed a positive result, the employee will be referred to the 
assessment team for further examination. However, if the employee still disagrees 
with the result of the assessment team, he will be subjected to another alcohol 
testing at the nearest medical facility.  
 

B. Post Accident-Test 
 
1. If an accident or a near miss has been immediately or proximately caused by 

employees engaged in using  possessing, soliciting or selling alcohol in the 
workplace, all employees involved in the on the job accident shall be subjected to a 
post accident-test.  If the employee objects to subject himself to cause-test, he must 
state his objection and the reason thereof in writing. The Company shall immediately 
decide whether the ground for objection is valid or not. Should the Company found 
that the objection is not valid and the employee still refused to submit himself to the 
cause-test, the refusal will be considered as a ground for disciplinary action; and 
 

2. If the cause-test showed a positive result, the employee will be referred to the 
assessment team for further examination. The findings of the assessment team shall 
be considered final. 
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C. Random Test 
 
1. At any time during the working hours, the Company may conduct a random alcohol 

test with its employees. If the employee objects to subject himself to cause-test, he 
must state his objection and the reason thereof in writing. The Company shall 
immediately decide whether the ground for objection is valid or not. Should the 
Company found that the objection is not valid and the employee still refused to 
submit himself to the cause-test, the refusal will be considered as a ground for 
disciplinary action; and 
 

2. If the cause-test showed a positive result, the employee will be referred to the 
assessment team for further examination. However, if the employee still disagrees 
with the result of the assessment team, he will be subjected to another alcohol 
testing at the nearest medical facility.  

 
V. CONFIDENTIALITY 

LRWC shall observe at all times confidentiality of the results relative to alcohol tests 
done to employees. 

VI. TREATMENT, REHABILITATION AND REFERREAL 
The Assessment Team shall determine whether or not an employee found addicted to 

alcohol would need referral for treatment and/or rehabilitation in a Department of Health-
Accredited Center. This benefit is only given to employees who seek help from the assessment 
team. 

 
VII. MONITORING AND EVALUATION 

The implementation of the alcohol-free workplace policy and program shall be monitored 
and evaluated periodically by the Assessment Team to ensure that the goal of an alcohol-free 
workplace is met.  

VIII. DISCIPLINARY ACTION 
 

1. Failure to submit to cause-test, post accident-test, random-test, or alcohol test by a 
nearest medical facility shall be a ground for a disciplinary action with a penalty of 
one (1) month suspension without pay; 

2. If an employee found guilty for violation of any of the acts prohibited under paragraph 
I of this policy shall be subjected to a disciplinary action with a penalty of one (1) 
month suspension without pay; or 

3. If an employee found to have been guilty for violation of this policy, repeatedly 
violated the provisions thereof shall be subjected to a disciplinary action with a 
penalty of three (3) months suspension or dismissal from service.   
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IX. EFFECTIVITY 
 

This company policy is effective immediately to all employees.  

 
 
 
 
     Jacqueline Chan 
 HR Management Head                  

                                                                 
 
 
 
DATE:  October 28, 2019 
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“DRUG-FREE WORKPLACE POLICY AND PROGRAM” 
 

In compliance with Article V of Republic Act No. 9165, otherwise known as the 

Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules and Regulations and 

DOLE Department Order No. 53-03, series of 2003 (Guidelines for the Implementation of a 
Drug-Free Workplace Policies and Programs for the Private Sector), Leisure and Resorts 
World Corporation, LRWC for brevity, hereby adopts the following policies and programs to 

achieve a drug-free workplace: 

 
I . COMPANY POLICY ON DRUG-FREE WORKPLACE 

       LRWC  explicitly prohibits:  

 The use, possession, solicitation for, or sale of dangerous drugs on company 

premises or while performing an assignment. 

 Being impaired or under the influence of dangerous drugs away from the 

company, if such impairment or influence adversely affects the employee's work 

performance, the safety of the employee or of others, or puts at risk the company's 

reputation. 

 Possession, use, solicitation for, or sale of dangerous drugs away from the 

company premises, if such activity or involvement adversely affects the employee's 

work performance, the safety of the employee or of others, or puts at risk the 

company's reputation. 

 The presence of any detectable amount of dangerous drugs in the employee's 

system while at work, while on the premises of the company, or while on company 

business. "Dangerous Drugs" include those listed in the Schedules annexed to the 

1961 Single Convention on Narcotic Drugs, as amended by the 1972 Protocol, and 

in the Schedules annexed to the 1971 Single Convention on Psychotropic 

Substances as enumerated in the attached annex of R.A. 9165.  
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I. COMPANY PROGRAM ON DRUG-FREE WORKPLACE 
 
A. MANDATORY DRUG TEST 

1. To ensure that only those qualified shall be screened and recruited to prevent the 
detrimental effects (e.g. lower productivity; poor decision making; increased 

accidents; more compensation claims; and reduced team effort) which drug use 

and abuse may cause in the workplace, the conduct of mandatory drug test shall 

be required for pre-employment. 
 
2. LRWC designates The Medical City, a duly accredited drug testing center by the 

Department of Health (DOH), as its authorized drug testing laboratory.  
 

3. LRWC  may also conduct drug testing under any of the following circumstances: 
 

i. RANDOM TESTING: Officer/employees may be selected at random for 

drug testing at any interval determined by the Company. 

 

ii. FOR-CAUSE TESTING: The company may ask an officer/employee to 

submit to a drug test at any time it feels that the employee may be under the 

influence of drugs, including, but not limited to, the following circumstances: 

evidence of drugs on or about the employee's person or in the employee's 

vicinity, unusual conduct on the employee's part that suggests impairment or 

influence of drugs, negative performance patterns, or excessive and 

unexplained absenteeism or tardiness. 

 

iii. POST-ACCIDENT TESTING: Any officer/employee involved in a “Near-

Miss” incident or “Work Accident” under circumstances that suggest possible 

use or influence of drugs may be asked to submit to a drug test. As defined 

herein, “Near-Miss” means an incident arising from or in the course of work 

which could have led to injuries or fatalities of the workers and/or considerable 

damage to the employer had it not been curtailed. “Work Accident” refers to 

unplanned or unexpected occurrence that may or may not result in personal 
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injury, property damage, work stoppage or interference or any combination 

thereof of which arises out of and in the course of employment.   
 

 

4. All drug tests shall employ, among others, two (2) testing methods, the screening 

test which will determine the positive result as well as the type of the drug used 

and the confirmatory test which will confirm a positive screening test. Where the 

confirmatory test turns positive, the company’s Assessment Team shall evaluate 

the results and determine the level of care and administrative interventions that 

can be extended to the concerned employee.  
.  

5. LRWC  shall inform the officer/employee who was subjected to a drug test of the 

test-results whether positive or negative. 
 
6. All costs of drug testing shall be borne by Leisure and Resorts World 

Corporation. 
 

 
B. TREATMENT, REHABILITATION, AND REFERRAL 
 

1. An officer/employee who, for the first time, is found positive of drug use, shall be 

referred for treatment and/or rehabilitation in a DOH accredited center. For this 
purpose, LRWC  shall provide a list of at least three (3) accredited facilities which 

an employee who was tested positive for drugs may choose from. 
 
2. Following rehabilitation, the company’s Assessment Team, in consultation with 

the head of the rehabilitation center, shall evaluate the status of the drug 

dependent employee and recommend to the employer the resumption of the 

employee’s job if he/she poses no serious danger to his/her co-employees and/or 

the workplace. 
 

3. All costs for the treatment and rehabilitation of the drug dependent employee 

shall be charged to his account. The period during which the employee is under 

treatment or rehabilitation shall be considered as authorized leaves. 
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4. Repeated drug use even after ample opportunity for treatment and rehabilitation 

shall be dealt with the corresponding penalties under R.A. 9165 and is a ground 

for dismissal.  
 
 
 

C. ADVOCACY, EDUCATION AND TRAINING  
 

1. Leisure and Resorts World Corporation undertakes to increase the awareness 

and education of its officers and employees on the adverse effects of dangerous 

drugs through continuous advocacy, education and training programs/activities to 

all its officers and employees.  
 
2.  All officers and employees are required to undergo an orientation/education 

program before assumption of their respective duties. The program shall include 

the following topics:  
 

i. Salient features of R.A. 9165; 

ii. Adverse effects of abuse and/or misuse of dangerous drugs on the 

person, workplace, family and the community; 

iii. Preventive measures against drug abuse; and 

iv. Steps to take when intervention is needed, as well as available 

services for treatment and rehabilitation.  

  

3. To encourage all officers and employees to lead a healthy lifestyle while at work 
and at home, LRWC  undertakes to conduct the following activities as often as 

possible: 
 

i. Lifestyle assessment programs on health nutrition, weight 

management, stress management, alcohol abuse, smoking 

cessation, and other indicators of risk diseases; 
ii.  Health wellness screenings (e.g. blood pressure and heart rate, 

cholesterol test, blood glucose, etc.); 
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iii. Sports, recreational and fun-game activities; and  

iv. Other activities promoting health and wellness. 
 

D. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES 
 

1. Leisure and Resorts World Corporation  shall ensure that the workplace 

policies and programs on the prevention and control of dangerous drugs, 

including drug testing, shall be disseminated to all officers and employees. The 

employer shall obtain a written acknowledgement from the employees that the 

policy has been read and understood by them. 
. 

2. Leisure and Resorts World Corporation shall maintain the confidentiality of all 

information relating to drug tests or to the identification of drug users in the 

workplace; exceptions may be made only where required by law, in case of 

overriding public health and safety concerns; or where such exceptions have 

been authorized in writing by the person concerned. 
 

3. All officers and employees shall enjoy the right to due process, absence of which 

will render the referral procedure ineffective.  
 
E. CONSEQUENCES OF POLICY VIOLATIONS  
 

1. Any officer or employee who uses, possesses, distributes, sells or attempts to 

sell, tolerates, or transfers dangerous drugs or otherwise commits other unlawful 

acts as defined under Article II of RA 9165 and its Implementing Rules and 

Regulations shall be subject to the pertinent provisions of the said Act.  
 
2. Any officer or employee found positive for use of dangerous drugs shall be dealt 

with administratively in accordance with the provisions of Article 282 of Book VI 

of the Labor Code and under RA 9165.  
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F. MONITORING AND EVALUATION  
 

1. The implementation of these policies and programs shall be monitored and 

evaluated periodically by management to ensure a drug-free workplace. For this 

purpose, an Assessment Team shall be constituted in accordance with D.O. 53-

03.    

 
G. EFFECTIVITY.  

 
1. The provisions of these policies and programs shall be immediately effective 

after its ratification by the management and the employee’s representatives and 

its posting in the company’s bulletin board.  
 

 
    Jacqueline Chan___ 
HR Management Head                          
                
 
 
 
DATE:  October 28, 2019 
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WORKPLACE POLICY AND PROGRAM ON HEPATITIS B 
 
 

Leisure and Resorts World Corporation is committed to conform to the established 
standards assurance of customer satisfaction, protection of our environment and health and 
safety in the workplaces.  
 

The company promotes and ensures a healthy environment through its various health 
programs to safeguard its employees. And as part of the company’s compliance to DOLE 
Department Advisory No. 05, Series of 2010 (Guidelines for the Implementation of a Workplace 
Policy and Program on Hepatitis B), this Program has been developed. This program is aimed 
to address the stigma attached to hepatitis B and to ensure that the employees’ right against 
discrimination and confidentiality is maintained.  
 

This guideline is formulated for everybody’s information and reference for the diagnosis, 
treatment, and prevention of Hepatitis B. This will inform the employees of their role as well as 
the company in dealing with Hepatitis B. A healthy environment encompasses a good working 
relationship and great output for continuous business growth.  
 
I. Implementing Structure 
 
The Leisure and Resorts World Corporation (LRWC for brevity) Hepatitis B workplace policy 
and program shall be managed by its health and safety committee. Each division or department 
of the Company shall be duly represented.  
 
II. Guidelines  
 

A. Education 
 
 1.  Coverage. All employees regardless of employment status may avail of hepatitis B 

education services for free;  
 2.  Hepatitis B shall be conducted through distribution and posting of IEC materials and 

counselling and/ or lectures; and 
3.  Hepatitis B education shall be spearheaded by the LRWC Medical Clinic in close 

coordination with the health and safety committee. 
 

B. Preventive Strategies    
 

1. All employees are encouraged to be immunized against Hepatitis B after securing 
clearance from their physician.   

2. Workplace sanitation and proper waste management and disposal shall be monitored 
by the health and safety committee on a regular basis. 

3. Personal protective equipment shall be made available at all times for all employees; 
and 

 4. Employees will be given training and information on adherence to standards or 
universal precautions in the workplace. 
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III. Social Policy 
 

A. Non discriminatory Policy and Practices 
 
1. There shall be no discrimination of any form against employees on the basis of their 

Hepatitis B status consistent with the international agreements on non discrimination 
ratified by the Philippines (ILO C111). Employees shall not be discriminated against, 
from pre to post employment, including hiring, promotion, or assignment because of 
their hepatitis B status. 

2. Workplace management of sick employees shall not differ from that of any other 
illness. Persons with Hepatitis B related illnesses may work for as long as they are 
medically fit to work. 

 
B. Confidentiality   

 
 Job applicants and employees shall not be compelled to disclose their Hepatitis B status 
and other related medical information. Co-employees shall not be obliged to reveal any personal 
information about their fellow employees. Access to personal data relating to employee’s 
Hepatitis B status shall be bound by the rules on confidentiality and shall be strictly limited to 
medical personnel or if legally required.   
  

C. Work-Accommodation and Arrangement 
 

1. The company shall take measures to reasonably accommodate employees who are 
Hepatitis B positive or with Hepatitis B - related illnesses. 

  
2. Through agreements made between management and employees’ representative, 

measures to support employees with Hepatitis B are encouraged to work through 
flexible leave arrangements, rescheduling of working time and arrangement for 
return to work. 

 
 

D. Screening, Diagnosis, Treatment and Referral to Health Care Services 
 

  1. The company shall establish a referral system and provide access to diagnostic and 
treatment services for its employees for appropriate medical evaluation/ monitoring 
and management. 

                 2. Adherence to the guidelines for healthcare providers on the evaluation of Hepatitis 
B positive employees is highly encouraged.   

                 3. Screening for Hepatitis B as a prerequisite to employment shall not be mandatory. 
 

E. Compensation   
 

The Leisure and Resorts World Corporation shall provide access to Social Security System 
and Employees Compensation benefits under PD 626 to an employee contracted with Hepatitis 
B infection in the performance of his duty. 
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IV. Roles and Responsibilities of Employers and Employees 
 

A. Employer’s Responsibilities 
 
    1. Management, together with employees’ organizations, company focal personnel for 
human resources, and safety and health personnel shall develop, implement, monitor 
and evaluate the workplace policy and program on Hepatitis B. 
  
    2. The Health and Safety Committee shall ensure that their company policy and 
program is adequately funded and made known to all employees. 
 
 3. The Human Resources Department shall ensure that their policy and program 
adheres to existing legislations and guidelines, including provisions on leaves, benefits 
and insurance. 
  
 4.  Management shall provide information, education and   training on  Hepatitis B for 
its workforce consistent with the standardized basic information package developed by 
the Hepatitis B TWG; if not available within the establishment, then provide access to 
information. 
  
     5. The company shall ensure non-discriminatory practices in the workplace. 
  
      6. The management together with the company focal personnel for human resources 
and safety and health shall provide appropriate personal protective equipment to prevent 
Hepatitis B exposure, especially for employees exposed to potentially contaminated 
blood or body fluid. 
  
     7. The Health and Safety Committee, together with the employees’ organizations 
shall jointly review the policy and program for effectiveness and continue to improve 
these by networking with government and organizations promoting Hepatitis B 
prevention. 
 
 8.  The company shall ensure confidentiality of the health status of its employees, 
including those with Hepatitis B. 
  
 9. The human resources shall ensure that access to medical records is limited to 
authorized personnel. 
 
B. Employees Responsibilities 
 
 1. The employees’ organization is required to undertake an active role in educating 
and training their members on Hepatitis B prevention and control. The IEC program must 
also aim at promoting and practicing a healthy lifestyle with emphasis on avoiding high 
risk behavior and other risk factors that  expose employees to increased risk of 
Hepatitis B infection, consistent with the standardized basic information package 
developed by the Hepatitis B TWG. 
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 2.  Employees shall practice non-discriminatory acts against co-employees on the 
ground of Hepatitis B status. 
 
    3.  Employees and their organizations shall not have access to personnel data relating 
to an employee’s Hepatitis B status. The rules of confidentiality shall apply in carrying 
out union and organization functions. 
 
 4. Employees shall comply with the universal precaution and the   preventive 
measures. 
 
   5. Employees with Hepatitis B may inform the health care provider or the company 
physician on their Hepatitis B status, that is, if their work activities may increase the risk 
of Hepatitis B infection and transmission or put the Hepatitis B positive at risk for 
aggravation. 
 

 
V. IMPLEMENTATION AND MONITORING 
 

Within the establishment, the implementation of the policy and program shall be 
monitored and evaluated periodically. The safety and health committee or its counterpart shall 
be tasked for this purpose. 
  
VI. EFFECTIVITY 
 

This Policy shall take effect immediately and shall be made known to all employees. 
 
 
 
 

    Jacqueline Chan___  
HR Management Head       

                                   
 
 
DATE:  October 28, 2019 
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WORKPLACE POLICY AND PROGRAM ON HEPATITIS B 
 
 

Leisure and Resorts World Corporation is committed to conform to the established 
standards assurance of customer satisfaction, protection of our environment and health and 
safety in the workplaces.  
 

The company promotes and ensures a healthy environment through its various health 
programs to safeguard its employees. And as part of the company’s compliance to DOLE 
Department Advisory No. 05, Series of 2010 (Guidelines for the Implementation of a Workplace 
Policy and Program on Hepatitis B), this Program has been developed. This program is aimed 
to address the stigma attached to hepatitis B and to ensure that the employees’ right against 
discrimination and confidentiality is maintained.  
 

This guideline is formulated for everybody’s information and reference for the diagnosis, 
treatment, and prevention of Hepatitis B. This will inform the employees of their role as well as 
the company in dealing with Hepatitis B. A healthy environment encompasses a good working 
relationship and great output for continuous business growth.  
 
I. Implementing Structure 
 
The Leisure and Resorts World Corporation (LRWC for brevity) Hepatitis B workplace policy 
and program shall be managed by its health and safety committee. Each division or department 
of the Company shall be duly represented.  
 
II. Guidelines  
 

A. Education 
 
 1.  Coverage. All employees regardless of employment status may avail of hepatitis B 

education services for free;  
 2.  Hepatitis B shall be conducted through distribution and posting of IEC materials and 

counselling and/ or lectures; and 
3.  Hepatitis B education shall be spearheaded by the LRWC Medical Clinic in close 

coordination with the health and safety committee. 
 

B. Preventive Strategies    
 

1. All employees are encouraged to be immunized against Hepatitis B after securing 
clearance from their physician.   

2. Workplace sanitation and proper waste management and disposal shall be monitored 
by the health and safety committee on a regular basis. 

3. Personal protective equipment shall be made available at all times for all employees; 
and 

 4. Employees will be given training and information on adherence to standards or 
universal precautions in the workplace. 
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III. Social Policy 
 

A. Non discriminatory Policy and Practices 
 
1. There shall be no discrimination of any form against employees on the basis of their 

Hepatitis B status consistent with the international agreements on non discrimination 
ratified by the Philippines (ILO C111). Employees shall not be discriminated against, 
from pre to post employment, including hiring, promotion, or assignment because of 
their hepatitis B status. 

2. Workplace management of sick employees shall not differ from that of any other 
illness. Persons with Hepatitis B related illnesses may work for as long as they are 
medically fit to work. 

 
B. Confidentiality   

 
 Job applicants and employees shall not be compelled to disclose their Hepatitis B status 
and other related medical information. Co-employees shall not be obliged to reveal any personal 
information about their fellow employees. Access to personal data relating to employee’s 
Hepatitis B status shall be bound by the rules on confidentiality and shall be strictly limited to 
medical personnel or if legally required.   
  

C. Work-Accommodation and Arrangement 
 

1. The company shall take measures to reasonably accommodate employees who are 
Hepatitis B positive or with Hepatitis B - related illnesses. 

  
2. Through agreements made between management and employees’ representative, 

measures to support employees with Hepatitis B are encouraged to work through 
flexible leave arrangements, rescheduling of working time and arrangement for 
return to work. 

 
 

D. Screening, Diagnosis, Treatment and Referral to Health Care Services 
 

  1. The company shall establish a referral system and provide access to diagnostic and 
treatment services for its employees for appropriate medical evaluation/ monitoring 
and management. 

                 2. Adherence to the guidelines for healthcare providers on the evaluation of Hepatitis 
B positive employees is highly encouraged.   

                 3. Screening for Hepatitis B as a prerequisite to employment shall not be mandatory. 
 

E. Compensation   
 

The Leisure and Resorts World Corporation shall provide access to Social Security System 
and Employees Compensation benefits under PD 626 to an employee contracted with Hepatitis 
B infection in the performance of his duty. 
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IV. Roles and Responsibilities of Employers and Employees 
 

A. Employer’s Responsibilities 
 
    1. Management, together with employees’ organizations, company focal personnel for 
human resources, and safety and health personnel shall develop, implement, monitor 
and evaluate the workplace policy and program on Hepatitis B. 
  
    2. The Health and Safety Committee shall ensure that their company policy and 
program is adequately funded and made known to all employees. 
 
 3. The Human Resources Department shall ensure that their policy and program 
adheres to existing legislations and guidelines, including provisions on leaves, benefits 
and insurance. 
  
 4.  Management shall provide information, education and   training on  Hepatitis B for 
its workforce consistent with the standardized basic information package developed by 
the Hepatitis B TWG; if not available within the establishment, then provide access to 
information. 
  
     5. The company shall ensure non-discriminatory practices in the workplace. 
  
      6. The management together with the company focal personnel for human resources 
and safety and health shall provide appropriate personal protective equipment to prevent 
Hepatitis B exposure, especially for employees exposed to potentially contaminated 
blood or body fluid. 
  
     7. The Health and Safety Committee, together with the employees’ organizations 
shall jointly review the policy and program for effectiveness and continue to improve 
these by networking with government and organizations promoting Hepatitis B 
prevention. 
 
 8.  The company shall ensure confidentiality of the health status of its employees, 
including those with Hepatitis B. 
  
 9. The human resources shall ensure that access to medical records is limited to 
authorized personnel. 
 
B. Employees Responsibilities 
 
 1. The employees’ organization is required to undertake an active role in educating 
and training their members on Hepatitis B prevention and control. The IEC program must 
also aim at promoting and practicing a healthy lifestyle with emphasis on avoiding high 
risk behavior and other risk factors that  expose employees to increased risk of 
Hepatitis B infection, consistent with the standardized basic information package 
developed by the Hepatitis B TWG. 
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 2.  Employees shall practice non-discriminatory acts against co-employees on the 
ground of Hepatitis B status. 
 
    3.  Employees and their organizations shall not have access to personnel data relating 
to an employee’s Hepatitis B status. The rules of confidentiality shall apply in carrying 
out union and organization functions. 
 
 4. Employees shall comply with the universal precaution and the   preventive 
measures. 
 
   5. Employees with Hepatitis B may inform the health care provider or the company 
physician on their Hepatitis B status, that is, if their work activities may increase the risk 
of Hepatitis B infection and transmission or put the Hepatitis B positive at risk for 
aggravation. 
 

 
V. IMPLEMENTATION AND MONITORING 
 

Within the establishment, the implementation of the policy and program shall be 
monitored and evaluated periodically. The safety and health committee or its counterpart shall 
be tasked for this purpose. 
  
VI. EFFECTIVITY 
 

This Policy shall take effect immediately and shall be made known to all employees. 
 
 
 
 

Jacqueline Chan         
        HR Management Head         
 
 
DATE:  October 28, 2019 
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BWC GUIDELINES NO. 2, SERIES OF 2012 
“SEXUAL HARRASMENT POLICIES AND PROCEDURES” 

 
Pursuant to the provisions of Section 4, Republic Act No. 7877, An Act Declaring Sexual 

Harassment Unlawful in the Employment, Education or Training Environment , and For Other 

Purposes, the following policies and procedure are hereby issued by Leisure and Resorts World 

Corporation to prevent sexual harassment in its workplace and to provide the procedure for the 

resolution, settlement and/or disposition of sexual harassment cases. 

 

 
I. COMPANY POLICY AGAINST SEXUAL HARASSMENT 

 
Leisure and Resorts World Corporation believes that employees should be afforded the 

opportunity to work in an environment free of sexual harassment.  Sexual harassment is a form 

of misconduct that undermines the employment relationship.  No employee, either male or 

female, should be subjected verbally or physically to unsolicited and unwelcome sexual 

overtures or conduct. 
 
Sexual harassment refers to behavior that is not welcome, that is personally offensive, 

debilitates morale and, therefore, interferes with work effectiveness. Such behavior may be in 

the form of unwanted physical, verbal or visual sexual advances, requests for sexual favors, and 

other sexually oriented conduct which is offensive or objectionable to the recipient, including, 

but not limited to: epithets, derogatory or suggestive comments, slurs or gestures and offensive 

posters, cartoons, pictures, or drawings. 
 
Leisure and Resorts World Corporation  will not tolerate any behavior that amounts to sexual 

harassment and any officer or employee found to have committed sexual harassment shall be 

subjected to disciplinary action, up to and including dismissal. 
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A. DEFINITION OF SEXUAL HARASSMENT 
 
Leisure and Resorts World Corporation has adopted, and its policy is based on, the 

definition of sexual harassment set forth in Section 3 of R.A. 7877. It provides that sexual 

harassment in workplace is committed by an employer, employee, manager, supervisor, agent 

of the employer, or any other person who, having authority, influence or moral ascendancy over 

another in a work environment, demands, requires or otherwise requires any sexual favor from 

the other, regardless of whether the demand, requests or requirement for submission is 

accepted by the object of said Act. 
 

In a work-related or employment environment, sexual harassment is committed when: 
 

1. The sexual favor is made as a condition in the hiring or in the employment, re-

employment, or continued employment of said individual, or in granting said individual 

favorable compensation, terms of conditions, promotions, or privileges; or the refusal 

to grant the sexual favor results in limiting, segregating or classifying the employee 

which in any way would discriminate, deprive or diminish employment opportunities or 

otherwise adversely affect said employee; 

2. the above acts would impair the employees’ rights or privileges under existing labor 

laws; or 

3. the above acts would result in an intimidating, hostile, or offensive environment for the 

employee. 

 
 
B. WHERE SEXUAL HARASSMENT IS COMMITED 
 
Sexual harassment may be committed in any work or training environment. It may include, 

but are not limited to the following:  

 

1. In or outside the office building or training site;  

2. at office or training-related social functions; 

3. in the course of work assignments outside the office; 

4. at work-related conferences, studies or training sessions; or 

5. during work related travel. 
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C. FORMS OF SEXUAL HARASSMENT 
 
Sexual harassment may be committed in any of the following forms:  

 
1. Overt sexual advances; 
2. Unwelcome or improper gestures of affection; 
3. Request or demand for sexual favors including but not limited to going out on dates, 

outings, or the like for the same purpose; 
4. Any other act or conduct of a sexual nature or for purposes of sexual gratification which 

is generally annoying, disgusting or offensive to the victim. 
 
 

D. WHAT IS NOT SEXUAL HARASSMENT 
 
Sexual harassment does not refer to occasional compliments of a socially acceptable 

nature.  It refers to behavior that is not welcome, that is personally offensive, that debilitates 

morale, and that, therefore, interferes with work effectiveness. 

 
E. EMPLOYER’S RESPONSIBILITY 

 
Leisure and Resorts World Corporation undertakes to provide its officers and employees a 

work environment free of sexual harassment by management personnel, by co-workers and by 

others with whom officers and employees must interact in the course of their employment in 

Leisure and Resorts World Corporation.  Sexual harassment is specifically prohibited as 

unlawful and as a violation of LRWC's policy.  Leisure and Resorts World Corporation, LRWC 

for brevity, is responsible for preventing sexual harassment in the workplace, for taking 

immediate corrective action to stop sexual harassment in the workplace and for promptly 

investigating any allegation of work-related sexual harassment. 

  
 

II. PROCEDURES ON SEXUAL HARASSMENT CASES 
 

A. COMPLAINT PROCEDURE 
 
Any officer or employee, who experiences or witnesses any act of sexual harassment in the 

workplace, shall report the same immediately to the Committee on Decorum and Investigation. 

They may also report acts of sexual harassment to any other member of Leisure and Resorts  
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World Corporation's management or ownership.  All allegations of sexual harassment will be 

quickly investigated.  To the extent possible, the identity of the officer or employee shall remain 

confidential and that of any witnesses and the alleged harasser will be protected against 

unnecessary disclosure. When the investigation is completed, all parties will be informed of the 

outcome of the investigation. 
 
A Committee on Decorum and Investigation shall be constituted and shall be composed of 

the management and the employees’ representative to receive complaints, investigate and hear 

sexual harassment cases. The Committee shall develop its own rules in the settlement and 

disposition of sexual harassment cases. The Committee shall also develop and implement 

programs to increase understanding and awareness about sexual harassment. 
  
B. RETALIATION 
 
Leisure and Resorts World Corporation will permit no employment-based retaliation against 

anyone who brings a complaint of sexual harassment or who speaks as a witness in the 

investigation of a complaint of sexual harassment. 

 
 
C. WRITTEN POLICY  
 
All officers and employees of Leisure and Resorts World Corporation shall receive a copy of 

LRWC’s sexual harassment policy upon assumption of their respective offices.  If at any time an 

officer of employee would like another copy of the policy, please contact the Office of the 

Committee on Decorum.  If LRWC should amend or modify its sexual harassment policy, all 

officers and employees will receive an individual copy of the amended or modified policy. 
 
   
 

 
Jacqueline Chan                  

      Head of HR Management 
 
 
DATE:  October 28, 2019 
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SMOKE-FREE WORKPLACE POLICY AND PROGRAM 

 
Pursuant to Section 6 of Republic Act No. 9211 which specifically prohibits indoor 

smoking and protects people against second hand smoke, this company policy is hereby issued 
to protect its employees and clients against the hazard brought about by smoking.   
 

Smoke-free workplaces protect non-smokers from the dangers of secondhand smoke 
and also encourage staff to either quit smoking or reduce their cigarette consumption. 
Successful implementation of this policy will depend on both the management and employees 
support. 

 
I. PREVENTIVE STRATEGIES 
 

Leisure and Resorts World Corporation shall notify all employees of this policy and shall 
establish a smoke-free workplace policy awareness program. This will also be a part of 
orientation for newly-hired employees. A “NO SMOKING SIGN” shall be conspicuously 
displayed at floor areas which were designated as a NO SMOKING AREA. The roof top and the 
parking area are the only areas in the office in which employees will be allowed to smoke. 
 

Capacity building for speakers’ bureau, counsellors and the general workers population 
will be part of staff development program of the company. 
 

The ill-effects of smoking will be discussed during the training/orientation of employees 
which will be spearheaded by the Health and Safety Committee.  
 
II. IMPLEMENTATION  
 

Worksite smoking policies aim mainly to protect non-smokers from Environmental 
Tobacco Smoke, (ETS), while the objective of worksite cessation program is to help employees 
who do smoke to give up the habit. The use of support groups of former smokers, HRDS staff, 
and medical staff that may act as educators/counsellors and support for workers to enable them 
in their wish of quitting the habit. Programs should be coordinated with managed-care providers’ 
offerings of tobacco assessment and counselling. Internally, physical activity, nutrition, and 
stress management will assist smokers to quit and to stay abstinent.   

         
Networking with health professionals, experts and organizations with the same advocacy 

is also being encouraged to create a partnership of sort. This may lead to better program 
implementation as their best practices may be replicated. 
 

Strengthening workers participation may encourage ownership of the program. Team 
Leaders per Department maybe assigned, he/she may assign secret marshals who would 
monitor the no smoking policy in their workplaces. Team leaders would also monitor the 
smoker’s diary (mandatory to smokers enrolled in the program) and the progress of the 
implementation of the smoking program in their office.  
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  Employees who wish to quit smoking shall be referred by the committee to DOH 
accredited smoking cessation clinics. 
 
 
III.   MONITORING AND EVALUATION 
 

The implementation of the smoke-free workplace policies and programs shall be 
monitored and evaluated periodically by the employer to ensure that the goal of an alcohol-free 
workplace is met. The Health and Safety Committee or other similar Committee shall be tasked 
for this purpose.     
 
 IV.  EFFECTIVITY 

 
All concerned shall comply with all the provisions of this company policy effective 

immediately. 
 
 
 
 
 

Jacqueline Chan  
       HR Management Head                   
 
 
DATE:   
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WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION AND 

CONTROL    
 
 

The Leisure and Resorts World Corporation recognizes that while 80% of Tuberculosis 
(TB) cases belong to the economically productive individuals, it is also treatable and its spread 
can be curtailed if proper control measures will be implemented. As such, this TB Policy and 
Program is hereby issued for the information and guidance of the employees.  
 
PURPOSE: 
 

To address the stigma attached to TB and to ensure that the worker’s right against 
discrimination, brought by the disease, is protected.   
 

To facilitate free access to anti-TB medicines of affected employees through referrals.  
 
 
I.  IMPLEMENTING STRUCTURE 
 

The Leisure and Resorts World Corporation TB Program shall be managed by its health 
and safety committee consists of representatives from the different divisions and departments.   
 
II. COVERAGE 
 

This Program shall apply to all employees regardless of their employment status.  
 
 
III. GUIDELINES 
 
A. Preventive Strategies    
 

1. Conduct of Tuberculosis (TB) Advocacy, Training and  Education 
 
 a.  TB education shall be conducted by the Leisure and Resorts World Corporation 

Medical Clinic in close coordination with the health and safety committee, through 
distribution and posting of IEC materials and counselling and/ or lectures. 

 
b. Engineering measures such as improvement of ventilation, provision for adequate 

sanitary facilities and observance of standard for space requirement (avoidance of 
overcrowding) shall be implemented.  

 
2. Screening, Diagnosis, Treatment and Referral to Health Care Services 

 
a. The company shall establish a referral system and provide access to diagnostic and 

treatment services for its employees. The company shall make arrangements with 
the nearest Direct Observed Treatment (DOT) facility.   
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b. The company’s adherence to the DOTS guidelines on the diagnosis and treatment is 

highly encouraged.  
 
 B. MEDICAL MANAGEMENT  
 

1. The company shall adopt the DOTS strategy in the management of workers with 
tuberculosis. TB case finding, case holding and Reporting and Recording shall be in 
accordance with the Comprehensive Unified Policy (CUP) and the National 
Tuberculosis Control Program.   
 

2. The company shall at the minimum refer employees and their family members with TB 
to private or public DOTS centers. 

 
C. SOCIAL POLICY 
 

1. Non-discriminatory Policy and Practices 
 
a. There shall be no discrimination of any form against employees from pre to post 

employment, including hiring, promotion, or assignment, on account of their TB 
status.  (ILO C111)  

 
b. Workplace management of sick employees shall not differ from that of any other 

illness. Persons with TB related illnesses should be able to work for as long as 
medically fit. 

  
2. Work-Accommodation and Arrangement 

 
a. Agreements made between the company and employee’s representatives shall reflect 
measures that will support workers with TB through flexible leave arrangements, 
rescheduling of working time and arrangement for return to work. 
 
b. The employee may be allowed to return to work with reasonable working 

arrangements as determined by the Company Health Care provider and/or the 
DOTS provider. 

 
D.  COMPENSATION 
 

The company shall provide access to Social Security System and Employees 
Compensation benefits under PD 626 to an employee who acquired TB infection in the 
performance of his/her duty. 

 
V.  ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES 
 

A. Employer’s Responsibilities 
 
1. The Employer, together with workers/ labor organizations, company focal personnel 

for human resources, safety and health personnel shall develop, implement, monitor 
and evaluate the workplace policy and program on TB. 
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2. Provide information, education and training on TB prevention for its workforce.  

 
3. Ensure non-discriminatory practices in the workplace. 
 
4. Ensure confidentiality of the health status of its employees and the access to medical 

records is limited to authorized personnel.  
 

5. The Employer, through its Human Resources Department, shall see to it that their 
company policy and program is adequately funded and made known to all 
employees.  

 
6. The Health and Safety Committee, together with employees/ labor organizations 

shall jointly review the policy and program and continue to improve these by 
networking with government and organizations promoting TB prevention. 

 
B. Employees’ Responsibilities 

 
1. The employee’s organization is required to undertake an active role in educating 

and training their members on TB prevention and control.  
 

2. Employees shall practice non-discriminatory acts against co-workers.  
 

                3. Employees and their organization shall not have access to personnel  
    data relating to a worker’s TB status.  
 
4. Employees shall comply with universal precaution and the preventive measures. 

 
 
V. IMPLEMENTATION AND MONITORING 
 

The Safety and Health Committee or its counterpart shall periodically monitor and 
evaluate the implementation of this Policy and Program. 
 
  
VI. EFFECTIVITY 
 
This Policy shall take place effective immediately and shall be made known to every employee. 
 
 
 
 

Jacqueline Chan                    
        HR Management Head                 
 
 
 
DATE:  October 28, 2019 
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WORKPLACE POLICY AND PROGRAM ON PROMOTING WORKERS HEALTH AND 

ENSURING PREVENTION AND CONTROL OF HEALTH-RELATED ISSUES AND ILLNESS  
 

Leisure and Resorts World Corporation is committed to promote and ensure a healthy  
and safe working environment through its various health programs for its employees. We shall 
conform to the all issuances and laws that guarantee workers health and safety at all times.  

 
The company shall ensure that worker’s health is maintained through the following 

company programs and activities: 
a) Orientation and education of employees  
b) Access to reliable information on illness and hazards at work  
c) Referral to medical experts for diagnosis and management of illness or health-

related concerns 
d) Provide health-related programs such proper nutrition and exercise activities are 

made available to the workers 
 
The above-mentioned programs shall comply with the Government’s issuances on 
promoting healthy lifestyle, addressing mental health in the workplace and preventing 
and controlling substance abuse. 

 
In addition, company policies to protect workers’ rights arising from illness shall be guaranteed. 
The company shall promote the following workers’ rights: 

a) Confidentiality of information 
b) Non-discrimination including non-termination  
c) Work accommodation following a course of illness 
d) Assistance to compensation 

 
This policy is formulated for everybody’s information. The company is committed to 

ensuring workers’ health and providing a healthy and safe workplace.  
 

 
            ___Jacqueline Chan______                            
             HR Management Head                                     
 
 
DATE: October 28, 2019    
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5.0 Composition and Duties of Safety and Health Committee  

The  SHC of the company is  responsible  to  plan, develop and implement  OSH policies and 
programs , monitor  and evaluate OSH programs and investigate all aspect of the work 
pertaining to the safety and health of  all the workers. SHC   shall  be composed of the following 
in compliance with the law: 
 
 
 

(a) For medium to high risk establishments with ten (10) to fifty (50) workers and low to 
high risk establishments with fifty-one (51) workers and above. – The OSH committee of the 
covered workplace shall be composed of the following: 
 

Ex-officio 
chairperson 

:                       Raymund F. Preligera 
           Name of  Employer or his/her representative 

 
Secretary 

 
: 

 
                            Abraham Solis Jr. 
            Name of Safety officer of the workplace 

Ex-officio 
members 

:  
                               Gil A Borcelis 
 
                    Name of Certified first-aider/s 
_________________________________________________ 
                              Name of  OH nurse 
_________________________________________________ 
Name of OH dentist, and OH physician, as applicable 
 
__________________________________________________ 

Members : Name of Safety officers representing the contractor or 
subcontractor, as the case may be,  
 
___________________________________________________ 
Name of workers’ representatives who shall come from the 
union, if the workers are organized, or elected workers through 
a simple vote of majority, if they an  unorganized. 

 
 

(b) Joint Coordinating Committee:  For two (2) or more establishments housed under 
one building or complex including malls.   
 
Chairperson : ________________________________________________ 

Name of Building owner or his/her representative such as the 
building administrator 

 
Secretary 

 
: 

 
_________________________________________________ 
Name of Safety officer appointed by the Chairperson  

 
Members 

 
: 

 
__________________________________________________ 
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Name of 2 safety officers from the building selected to the 
Joint OSH Committee 
 
__________________________________________________ 
__________________________________________________ 
Name of two (2) workers’ representatives one from which must 
be from a union if organized from any establishments under 
the building 

 
     
(All  members of the HSC shall perform  their duties and responsibilities  by the OSH law and its 
implementing guidelines.)   
  
Safety and Health Committee Minutes/Reports submitted to DOLE (pls attach latest OSH 
committee minutes/report) 
      

Yes _x___ No ______  
 
 
6.0  OSH Personnel and Facilities    

6.1 Safety Officer 
Safety Officer(s): (attach certificate of training/s prescribed by DOLE)(please use 
additional sheets as necessary) 
 
 

Name of Safety Officer(s): Training(s) (kindly include number of hours) 

Abraham Solis Jr. BOSH 40 hours 

Aldrich Espanya BOSH 40 hours 

  

  

 

 

6.2 Emergency Occupational Health Personnel and Facilities 

List of competent emergency health personnel within the worksite duly complemented by 
adequate medical supplies, equipment and facilities based on the total number of workers.      
(Use additional sheet if necessary and attach all required training certificates in this section.) 
 Emergency Health Personnel and Facilities 
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Shift/Area/unit/ 

Department 

 Total number of  
workers/area 

Health Personnel & Facilities 
Health Personnel (First-
aider, Nurse, Physician, 
Dentist) 

Facilities 
(Treatment Room/ 
Clinic/ Hospital) 

Central AB Global 1   
Central Engineering 21   
Central HRD  30 Aldrich España   Lactation Room 
Central ODT  2 Dave Manaysay  
Central Administration   1   
Central ITMS 38 Rowell Concepcion  
Central Legal 6   
Central LRWC 1   
Central Purchasing  6   
Central Asset Mgt & 
Logistics 

21   

Central Finance 37   
Central Internal Audit 15   
Central OP 20   
Central OP (CSR) 1   
Corplan 7   
Investment Relations 2   
Security & Gen Services 2   
 

7.0 Safety and Health Promotion, training and education provided to workers 

--Orientation of all workers on OSH 
-Conduct of Risk Assessment, evaluation and Control 
 
-*Continuing training on OSH for OSH Personnel  
-*Work permit System  

*(Applicable for medium to high risk establishments with 10 to 50 workers  
and low  to high risk establishments with 51 workers and above) 

 
(please attach additional sheets as necessary) 

Name of OSH  
Training/Orientation 

Number of Employees in 
attendance  

             Date 

Basic First Aid               41 Sept 9,10,19 and 20, 2019 
BOSH (10 hours)  August 15, 2019 
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Conduct of Risk Assessment (may include 
WEM)  

                              Date 

 (Dust and Pest Control) October 19, 2019 
  
  

 
8.0 Conduct of Tool Box Meetings/ Safety Meetings if applicable 

 
Conduct of Safety Meetings/Tool Box Meetings Date 
NOT APPLICABLE  
  
  
  

 
 
 



Page | 38 
 

 
 

9.0 Accident/Incident/Injury investigation recording and reporting  

Any dangerous occurrence, major accident resulting to death or permanent total disability, shall 
be reported by the company to the DOLE Regional Office within twenty four (24) hours from 
occurrence using the prescribed form (Work Accident / Incident Notification).   

 
After the conduct of investigation, the company shall prepare and submit work accident report 
using the prescribed form (WAIR). Moreover, other work accidents resulting to disabling injuries 
such as Permanent Partial Disability and Temporary Total Disability shall be reported to the 
DOLE Regional Office within 30 days after the date of occurrence of accident using the DOLE 
prescribed form (WAIR).  

 
All near misses shall be recorded and reported.  A system for notification and reporting of work 
accidents including near misses within the company shall be developed and reviewed by the 
OSH Committee as necessary. 
 
(Kindly submit reports on the following: Work Accident /Injury Report (WAIR), Annual Exposure 
Data Report (AEDR), Annual Medical Report (AMR) 
Report  Submitted Date 
Report on Safety Organization March 21, 2019 
Annual Medical Report March 21, 2019 
Employers Work/Accident Illness Report March 21, 2019 
Annual Work accident /Illness Exposure Data  March 21, 2019 
 

 
 
10.0 Provision and use of PPE  

Issuance of PPE shall be supplemented by training on the application, use, handling, cleaning 
and maintenance.  

 

PPE provided Number of Workers  given 
Rubber gloves   Janitorial Staff 
Plastic Tongs  
Wet Floor Signage  
Rubber Boots  
  
  
  

 
 

11.0 Safety Signage 
The safety signages include warning  to workers and employees and the public about the 
hazards within the workplace. 

Type of Safety Signage : Kindly attach picture. 
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12.0*Dust control and management and regulation on activities such as building of 
temporary structures and lifting and operation of electrical, mechanical, communications 
system and other requirements  *(Applicable for medium to high risk establishments with 10 
to 50 workers and low  to high risk establishments with 51 workers and above) 

 
Kindly attach dust control procedures, plans on temporary structures, permits app;icable for 
the operation of electrical, mechanical, communications systems and other requirements 

 
13.0 Workers Facilities Provided: 

FACILITIES PROVIDED? REMARKS 
YES NO  

a. Adequate supply of drinking water    x   
b. Adequate sanitary and washing 

facilities 
   x   

c. Suitable living accommodation (if 
applicable) 

   x   

d. Separate sanitary, washing and 
sleeping facilities (if applicable) 

   x   

e. Lactation station (in consonance 
with DOLE D.O. 143-15) 

   x   

f. Ramps, railings, and the like    x   
g. Other workers’ welfare facilities as 

prescribed by OSHS and other 
related issuances 

   x  Lactation Room 

 
 
 
 
 
 

14.0 Emergency and Disaster Preparedness: 
14.1 Written Emergency and Disaster Program     Yes___ No__x___ 
 

14.2 Types and number of Drills conducted 
Type of Drills (fire, 
earthquake) 

Date Responsible person/position 

Annual Fire & Earthquake 
Drill (Building Admin 
Initiated) 

April 25, 2019 Safety Officer/Pasig Fire 
Department 
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15.0 Solid Waste Management System 
Written Pollution Control Program: Yes:____ No: __x__ 
 
Name of Pollution Control Officer:_Waste Management Follows Building Admin Policy 

 
 
16.0Compliance with Reportorial Government  Requirements  (refer to item 9.0) 

17.0 Control and management of hazards. 

Refer to accomplished HIRAC 
 
 
 

18.0   Prohibited Acts and Penalties/sanctions for violations on OSH  
*(Applicable for medium to high risk establishments with 10 to 50 workers and low to high risk 
establishments with 51 workers and above)  
 
(Pls attach existing company sanctions for violations on OSH)  
 
(Example of Company 
violation policies) Safety 
Violation  

1st 
offense  

2nd offense  3rd offense  

1. Not using issued PPE  warning  3 day 
suspension  

5 day suspension  

2. littering and loitering  warning  3 day 
suspension  

5 day suspension  

3. smoking at prohibited 
area  

warning  3 day 
suspension  

5 day suspension  

4. illegal dismantling of 
safety signages and 
paraphernalia  

warning  3 day 
suspension  

5 day suspension  

5. Not following safety 
rules  

3 day 
suspension  

5 day 
suspension  

Dismissal  

 
 

18.0 * Cost of implementing  company OSH program  

*(Applicable for medium to high risk establishments with 10 to 50 workers and low  to high risk 
establishments with 51 workers and above) 

Php 608,950.00 ; Annual estimated amount for OSH program implementation to include but not 
limited to the following: orientation/training of  workers, safety officer, OH personnel,  purchase 
and maintenance  of PPE,  first aid medicine and other medical supplies, safety signages and 
devices, fire safety equipment/tools, safety of  equipment ( i.e machine guards,)  etc.  
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OSH Item Estimated Cost/year 

PPEs 50,000.00 

OSH trainings 300,000.00 

Safety Signages 50,000.00 

Machine Guards and related 
equipment 

20,000.00 

Medical examinations 158,950.00 

Medical supplies/medicines 30,000.00 

Others: Specify 608,950.00 
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