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K. Tive Comparny

Lomipany shall refer mw all coimpanies wndg establishments undar the Skl Group of
Companies ("Grous™, such as, Manuela Corporation, Manuela Melrepolis Carporation,.
Family Shoppers Unlimited Tnc.,, “the i3ge Server Int., Finds Corwenience Store Tne,
and such other commanies which' may thereaiter belorg td the Group, ’
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appropriate disciplinary action against employess who commmit infractians
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133 Purpose

Thi enforcament and implementation of disciplinary action to employes is sob ¢
cmptoyves discipline and Fromole harmony and smooth workfiow In ihe
tundmence with the standaids set 7Y the company, :

L] -
: ; i
i Py i 1 Iy
7y SATRET RIS ' 5
il
.
Al e 3135:3?5{1!.:-5 5 A
j - W
: s
i | " . S Vak)
Shscindinsry Procedine {od e - ; A
& i i =

i . | , : Fe)

Ao IF im e responsibifity of e Bebaciment Head [/ Immediats BHRSHar e el 1o

Corpeiate Human Resaurces Depariment HRDY any iinddam 5= ifractic s or
vioksdon of the SITpany !?uci-':'zrf,-i_i:isf:';piine CoTninthod icsyr iz empaloyde

| iy uf i i

£ Combrate HKD shall daorn inwe-;sf:}gate baged or the nddant r=port, Westirmon:

thilwilnesses, wae other evidenes relztad o the I.",‘?.']"‘*ﬂi;i:r;Sjﬂh of the

L | gt

b3 o

" P LN B
i - R ] : T S Rl et ) i Tt il S P
T BrEriioveess HOOE to adminstration of He | ;m—sf;r_nhciuff,- SERAIEE Ber Aper |
St of of St Shell be iticd DUE Paoe

4
Ot Pumen Resoun G ! Sarrnali Greun OF Gonoanies
PR = 1T

Srdets QFIEIEAY L g

T

&



THLE DRMAL. — — = o — — Tl e — — — — — — I TV
| HBED hiaaiag LY 201 ] CikA 5
. ._____________J_________ == Tt
u{%- Il_ (O TR ey
VR g ; . CO or DISCHPL e
I‘ e ¥

PR =03

A

B,

£

' e A I!- |
Types of Disciplinary Action. P

PR =

x F-"-Eiuz-mm_ S T el _r.'-.ﬁlf‘-l:'i:{'_'
S e SR

the empla@m shall be notified by Corporate HRD, within borty-cight (4
NOUTS upon receint of 3 violatig

N report upon di
submit his explanation in Wriling.
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SCovery of the viclabon o

However Pending investigation, the employes may be placed ande”
preventive 5u_speﬁslqn o not more than thirty (30) calondar Hlays 7 iy

coninued employment Pases & serious and imminent threat to ¥e fife o
property of the company or to his c-emplovees,

A Notice of the adminis
concerned at least w6 &
the investigation, the!

o the employes
e hearing, Buring
iyec shall be given the tine o Explagn his
YiEnager acks as e PIESIdSr  OF e
proence of the emplovess immedizte head)

SGuired during ithe proceadings. Additionaty
= Is invited o witness the vestiyation ann

side. While the HRg
haaring;‘mnfer&nce, the
department hc—:aé'shailf-
another Department
2zl as an indepand@nt: )

. i
Ahar the administrati
bady is conducted 1.

to the employee, %

o h ol

09, & discussion among
B0 the final offense and

o]

ERE admiristiztive
sanction to be gives

The: employee shall l&fnly be notified of the
leter than six (6) Wack tla

decsion in Witk po
¥S dfter the compi

£ eton of the Investioaiton
i a _
All pertinent records fela ’"e o the casa proceedings must he compilid
the persennel (201) Blebfthe employee.
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disciplinary action taken in any of the fo =‘| ing forms: E
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#. Pringipal Penalty TR b
L. WRITTEN WARNTNG e
Rl oA
Afonnal letber iscued to the emplovea inferming and wa i i of his violztion
-and the reason why he js beihaWarmed.
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FINAL WRITTEN waRNnG

Wi | given o Cautton himy of
g:frem the repetition of the olienss,

=) SUSPENSION

SUsmension s an

W an eMplovee after 4 viitiiten

Y for a fixed duradon, iy tiven
sSerioys ffanzes #

DHimand has Issued. 3 je ey Givian Ty
a3t require sl;ricl}';ﬁ?di_ ipli 30
The dutation of the 3
Committed, During the
Be entiled 1o receo)

lsupms’mn,';_ﬁiii - Oravity of dye offehce
enod i;_:j“"&asl;-eﬂsfnn, the suspendod Bmployee i 3
€ any salary ésﬁ_yeli 4% other benefis,

+ Dismisssy;

ismissg) je ol Envmuntaw and uﬁ%;;uhdittﬂnal Separation af
the: service, witout benefits o %gfqn Employee and wits
cmployment by the Ompany, T 's ghven in fases whers th
5 grave/serioys N Nature.

the EMTUYeR (o
PrEjudice 1 his 5 o
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- Disqualification O promation fnrlﬁgie OF more marir rating pered.
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5 the d@mapnn for 3 fempoary period
ege o 2vail of hdliﬁcﬂ"[e.g.' emplven !uan&::. o) that
i F 1o tme to Hime,
3 The Company May adopt such oiher r
My be deen

s gf disciplinary aCtion
1ed aporopriste for the Offense COmmitted, :
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L. This Coda of Disci

A
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0 discipline Cployees ang
et by the Coimpany.
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b imposing the penalties Tor & spedific offense the Company may impose the arings
penalty alone, concurrently or successively with the accessory Donaity.

CHdl

Uiy those arls commithed ageinst ary relevant and effective Provision shail berconsiderad
0 the application of a disciplinary 3ction. Adts commiked prior o the effectivity oF st
provision oF any acts or amission which are not spedficaly provided in this code ) b
ansidered under Company tules or precedents, andfor in accordance wits appliesbls laws
4l jurisorudence, :
Where an offense is comprisad of

a series of acis, the Lompany, in its sound o
may apply any relevant rule

iiCt;L-’?'E,;__ by
prevailing ot the time any of the acts in the sories was
commitiod i

The Code 15 not intended to be restrictive or inclusive.
oulivies, procedures, supplementary rules

The Company may ivpose necossany
and regulaiions,

Uniese otherwice spodiically - stated jn the Code, the offenses defined are
whelher o not committed within Coinpany premises or during office hours,

“onilict of Interest exists in 3 condition wiere o Gansadion of an
with others, customers andfor suppliers,

penalty o be impesed is dependent
witich shall rest solefy

A ble

employee, I ary dedings'

i5 i conflict with the interest of the Compaity, fhe i
on tha gravity and nature of the ansscing invhives

upon the discretion of the Company.

o
ror svoidance of doubl, a conflict exists whan the subject transaction wes entered, deal,
participatad and/or instructed by the employee, his relatives by affinity o COSANGUIERY O
Ly @ry person over which the employee is presumed 4o have reass sl confrdl =nd,
authiotity. |
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Every employes of the Company is expeciad o know and unde
Code,

rstand the provision
In case of doubt, an omployee may consult his Department Head or O
Human Resources,

The Jompany, as desmed naces
allerations to this Code o to

sary al any time, may make reasomahle oot
repeal the zame.
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of tha PRllippines, its implementing 1ules and related laws,
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