
 
 
 

Employee Handbook 
  

  
CODE OF BUSINESS CONDUCT AND ETHICS 

  
WITH COMPANY POLICIES AND OTHER AGREEMENTS 

 
This document outlines the legal, ethical and professional business conduct expected of 

every employee, officer and director of the company. 
  

INTRODUCTION 
  

This document will serve as a guide to all the employees of Global Officeworks. It details                
the principles by which we operate as a company. 
  
All employees, regardless of position, are required to adhere to the Code of Business              
Conduct and Ethics (“Code”). 
  
It is with utmost importance that employees immediately report any violation of any law,              
rule or regulation by the company, regardless of position, to the Human Resources             
Manager. Any retaliation, harassment, or intimidation directed to the complainant or a            
witness will not be tolerated. Such act will result in corrective action or lead to termination. 
  
This handbook is not intended to replace any existing or future policies of the company.               
Employees will continue to be responsible for observing all company policies as detailed in              
this handbook as well as any job specific policies and guidelines. 
  
Each employee shall certify that he or she has read and understood the Employee              



Handbook and has complied with its terms. The Company reserves the right to amend, alter               
or terminate this Code at any time for any reason. This document is a supplement to the                 
employee’s employment contract between the Company and any of its employees. 
  

EQUAL EMPLOYMENT OPPORTUNITY 
  
It is the company’s policy that employees and applicants for employment have equal             
opportunity in employment actions in accordance with the local law. We will not             
discriminate any employee or applicant based on the individual’s race, color, religion,            
creed, gender, pregnancy, age, national origin, ancestry, physical or mental disability or            
handicap, citizenship, marital status, sexual orientation, military or veteran status, or any            
other protected classification. All job decisions, including hiring, compensation, benefits,          
leaves of absence, promotion, discipline, transfers, layoffs, recall, separations, terminations,          
training, education, and participation in any social or recreational program sponsored by            
the company will comply with Global Officeworks’ Equal Employment Opportunity Policy. 
  
It is the responsibility of all employees to ensure that this policy is implemented to avoid                
any discrimination based on protected classifications.  
  
All levels of management and supervision have been informed of their responsibility to             
adhere to the letter and spirit of this policy. In addition, each employee is expected to share                 
in the responsibility of maintaining a work environment free of discrimination. Violation of             
this policy will result in corrective action, up to and including termination of employment. 
 
Employees may direct inquiries regarding equal employment opportunity to their Manager           
or their Human Resources representative, without fear of reprisal. 
  

POLICY AGAINST HARASSMENT AND DISCRIMINATION 
  
Our company is committed to making sure that employees work in an environment free              
from harassment and unlawful discrimination. In accordance with all local law, we            
expressly prohibit discrimination or harassment based on race, color, religion, creed,           
gender, pregnancy, age, national origin, ancestry, physical or mental disability or handicap,            
citizenship, marital status, sexual orientation, military or veteran status, or any other            
protected classification. 
  
We will not tolerate any form of harassment or discrimination that will unreasonably             
interfere with an employee’s performance as well as create an environment that is hostile. 
  



Sexual Harassment 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, or             
other verbal or physical conduct of a sexual nature where: 
  
·Submission to such conduct is made a term or condition of employment or promotion              
either explicitly or implicitly; or 
·Submission to or rejection of such conduct has the purpose or effect of creating an               
offensive, hostile, or intimidating work environment. 
  
Anyone, regardless of their position, engaging in sexual or other unlawful harassment will             
be subject to corrective action, up to and including termination of employment. 
  
Reporting Harassment or Illegal Discrimination 
  
It is highly encouraged that employees immediately report any form of harassment or             
illegal discrimination to Corporate Human Resources. Any retaliation, harassment, or          
intimidation directed to the complainant or a witness will not be tolerated. Such act will               
result in corrective action or lead to termination. 
  
Investigation 
  
Investigation of reports of harassment will be conducted in cooperation with Human            
Resources Department even if either or both the complainant and the accused are from              
HRD. These investigations will be kept as confidential as practical. Following the            
investigation, the employee who filed the complaint will be informed of the findings and              
the action taken. If, as a result of the investigation, we determine that an employee has                
engaged in harassment or illegal discrimination in violation of this policy, we will take              
appropriate corrective measures. Such action may range from counseling to immediate or            
possible legal action. 
 
Because of the grave consequences of harassment or unlawful discrimination, false           
complaints are considered extremely serious matters. Any complaint containing some          
evidence of harassment or discrimination is not a false complaint, even if the complaint is               
insufficient to warrant corrective action. On the other hand, any employee found to have              
made a false claim of harassment or discrimination will be subject to appropriate 
corrective action, up to and including termination of employment. 
 
 
  



GENERAL COMPANY GUIDELINES 

 EMPLOYMENT RECORDS 

  
Personnel files are the property of the company and are restricted. Only Human Resources              
representatives, managers, supervisors, and management personnel who have a valid          
reason to view the employee’s information are allowed to do so. 

Personnel Data Changes 

It is the responsibility of each employee to notify HRD for any personal data changes such 
as mailing address, contact numbers, marital and tax status, number and name of 
dependents, individuals to be contacted in case of emergency, and even educational 
accomplishments. 

  
Procedure: 
  
(1)   Email the changes to the HRD. 
(2)   Attach necessary documents like birth certificates if there are additional dependents 
(3)   HRD is now responsible in updating such personal changes 
  

RELATIONSHIPS IN THE WORKPLACE 
  
Family members of employees are welcome to join our growing company. We can allow              
until the 3rd degree of affinity/consanguinity within the same level but no direct reports.              
Employees who are engaged in love affairs and/or are married are prohibited to be under               
the same team or with direct reports. 
  
All personal relationships should be disclosed during the application and promotion           
processes. This will help the sourcing department to effectively place the applicant (if             
hired). This is to avoid the potential of favoritism, bias, preferential treatment, or unlawful              
discrimination. 
  
The management will assess the extent to which such a relationship interferes with the              
company’s ability to operate effectively. 
  

 DISCLOSURE OF INTERESTS AND RESTRAINTS / CONFLICTS OF INTERESTS 
  

During employment, employees are prohibited from engaging in any work, activity or            



business, whether unpaid or for a fee that may be damaging to the interests of the                
company, clients, and affiliates or that may interfere with the employees’ job performance. 
  
Employees should avoid working for another employer without the prior written consent            
of the company. Employees are asked to immediately notify the company of any possible              
conflict of interests. 
  
All records, documents, and/or proprietary information, whether electronic or anything          
pertaining to business affairs, shall be kept in the strictest confidence. Unauthorized            
disclosure and/or reproduction during or after employment of the company will not be             
allowed unless with consent or approval. 
  

TELEPHONES 
  
The company’s business telephone lines are to be used for business calls only. 
  
Use by Employees for personal calls is allowed only with permission from supervisor..  
  
Company phone number  Landline:  (035) 522.1247 
  
  

EMPLOYMENT ACTIONS 
  
Promotions, Transfers, Demotions and Reclassifications 
  
The company supports the growth and development of qualified employees through           
promotions, transfers, and other types of job movement. 
  
Employees may apply for job changes, including promotions, transfers, or demotions in            
accordance with our Job Posting Policy. Consideration of your current account will be given              
by the company when determining if a lateral transfer is possible. The best interest of the                
client (account) must be preserved. 
  
Job changes, including lateral transfers, promotions, or demotions, can take place within an             
employee’ s current department or as part of movement into another department or             
division, and are defined as below: 
 
Lateral transfer 
Lateral Transfer is defined as: A job change where the pay grade remains the same but the                 



job duties &/or working hours for each shift may or may not change.  
 
In the event the client closes the account, due to no fault of the employee, and GLOW is 
satisfied with employees performance, GLOW will strive to assign the employee to another 
account and keep the employee employed within the company. However, in the event that 
the client terminated the account due to the employees unsatisfactory performance or 
productivity, then a transfer should not be expected.  
 
Employee understands that lateral transfer is on a case to case basis. This would depend on 
the company's ability to timely obtain a replacement client which matches your skill set. 
This is at the discretion of the company. 
  
Promotion 
Promotion is defined as: Job change to a position with a higher pay grade. This is only                 
applicable to regular employees but with exception when the need arises. The promotion             
will be probationary for the first 6 months. Formal performance evaluations should be             
scheduled on a regular basis. This is for the probationary employee to be guided and be                
given feedback as to how he/she is performing. This will also help managers/supervisors             
qualify/quantify the employee’s performance. The supervisor is responsible for setting          
expectations, providing job descriptions, and giving feedback. 
 
The person assuming the post will also receive a premium. Basic pay is based on the                
evaluation process. This will be implemented upon the management’s discretion according           
to business needs. 
 
Any employee who incurs the following stipulations will be re-assigned back to his/her             
previous post and will not be confirmed for promotion: 
 
An employee who incurs any MODERATE OFFENSE as described in our Code of Business              
Conduct and Ethics; 
 
Any employee who incurs two (2) instances of any LIGHT OFFENSE as described by our               
Code of Business Conduct and Ethics within the interim post. 
  
Reclassification 
Changes in the duties assigned to an existing job upon the consent of the employee, where a                 
change in pay grade is warranted. The employee may have a premium as an additional pay                
for his/her services. 
  



Demotion 
Job responsibilities will change but the pay grade remains the same. 
  
Performance Evaluation 
The employee and supervisor should talk about goals on an informal, day-to-day basis.             
Formal performance evaluations may be scheduled on a regular basis to provide employees             
and their supervisors or managers with a chance to: 
  
·         Discuss job performance (such as attendance, communications and leadership) 
·         Recognize strengths and achievements, and Identify and correct weaknesses. 
  

BENEFITS 
  
Eligibility 
It is Global Officeworks’s policy to provide benefits to eligible employees. The following             
benefit programs may be available to eligible employees: 
  
·         HMO Coverage (after one  year of continuous employment); 
·         Statutory (Government-mandated) benefits; 
·         Non-taxable allowances; 
·         Maternity Leave Benefits; and 
·         Other company benefits 
 
Health Benefit 
  
All Regularized Employees, of the company, (unless contractually exempted) shall be           
provided with health benefits through a HMO health provider. Updates on its availment are              
available from the Human Resources Department. Any concerns related to this benefit shall             
be coursed through directly to HRD. 
  
Allowance 
  
Global Officeworks may elect to provide non-taxable allowances to its regular employees.            
These allowances will vary according to the employee’s level. Examples are: Rice            
Allowance, Transportation, Food etc. This will be given on a case by case basis and be                
documented in each employment contract. 

13th Month Pay 

 



Global Officeworks employees are paid 13th month pay (an accrual of 1/12 of monthly basic               
pay) provided they worked for at least one (1) month during the calendar year. Other               
allowances on top of their basic pay are not included. This benefit is available to all                
employees hired before December 1st of any year. 13th month pay shall be paid not later                
than December 24 of every year. An employee who has resigned or been terminated is               
entitled to a prorated 13th month pay. 
  
Overtime Pay 
  
Overtime Pay refers to the additional compensation for work performed beyond eight (8)             
hours a day or beyond 40 hours per week.  
 
All overtime work must be requested/approved in writing by the client and/or by the              
immediate supervisor/manager. Documentation of the approval must be recorded on the           
time sheet prior the actual overtime work hours. Employees who work overtime without             
receiving prior authorization will not be paid.  

Night Shift Differential 

  
Every regular or probationary employee is entitled to night differential pay of ten percent              
(10%) of his/her regular wage for each hour of work performed between 10:00 o’clock in               
the evening and 6:00 o’clock in the morning.  
 

LEAVES OF ABSENCE 
  

SERVICE INCENTIVE LEAVE (SIL) 
  
Eligibility 
  
All Employees (Regular and Probationary) are eligible to earn SILs. 
  
Earning Leave Credits 
  
SILs are awarded based upon length of continuous service with the company and, for Part               
Time employees, are also based upon paid hours per week. 
 
SIL credit begins to accrue on the date you started with the company as an employee.                
(probationary  or regular, whichever is earlier.) 
  



Earned SILs can only be used upon Regularization. 
  
Upon separation of employment, earned SILs can only be converted to cash if employee has               
served a minimum of 1-year tenure. Earned leaves the prior year shall not be included. 
  
Earned/Unused Leave for the previous calendar year cannot be carried over only to the              
next calendar year. Any earned SIL’s which have not been used by December 31st can be                
converted to cash. This applies to the first 5 SIL’s only. 
  
All Regularized Employees who have given up to 18 months of continuous service to the               
company may earn up to 5 SIL credits per year. These may be used for sick and vacation                  
leave purposes.  
 
Computation of SIL up to 18 months of service 

In computing SIL, the basis shall be the salary rate at the date of commutation. The                

availment and commutation of this benefit may be on a pro rata basis. SIL’s are earned at                 

the rate of 0.4157 per month. (1/12 X 5). 

All Regularized Employees who have given more than 18 months of continuous service to              
the company may earn up to 10 SIL credits per year. The first 5 SIL credits may be used for                    
sick and vacation leave purposes. The remaining 5 SIL Credits cannot be taken as a leave,                
but can only be used as sick leave accompanied by a medical certificate. These second 5 SIL                 
credits may not be converted to cash, if not used. 
 
Computation of SIL once 18 months of service has been rendered 

SIL’s are earned at the rate of 0.833 per month. (1/12) X 10 SIL’s. 

 
Leave Requirements 
  
A leave request sent via email that is duly approved by the employee’s client and GLOW                
management. 
 
A request for vacation leave should be sent 2 weeks before the said vacation date in order                 
for the company to make adjustments and inform the client for the changes.  
  
Rate at which SIL  is Paid 
  



SILs are paid at the employee’s base rate of pay in effect at the time earned SIL is used, not                    
at the base rates of pay in effect when the SIL is earned. The definition of “base rate”                  
excludes bonuses and other cash rewards. 
  
Using Earned SIL 
  
1.       Only earned SILs can be used. Unearned leaves cannot be used in advance. 
2.       Employees are not permitted to work and receive leave at the same time. 
3. Leaves are granted as a result of coordinating employee’s needs and the client’s needs,               
with the understanding that the client’s needs must come first. 
4. Full Time employees must use leaves time in full day increments. Part Time employees               
may use SIL time in half day increments. (equivalent to the full shift of the part time                 
employee). 
5. Separating employees with at least 1-year tenure will be paid for all earned and               
unused SIL and will be included in the final pay. Earned leaves the prior year shall not be                  
included. 
6. A medical certificate is required for all sick leave regardless as to whether or not a SIL                  

credit will be used. This requirement may be waived by management, at the request of               

employee.  

7. If requesting a SIL credit, the medical certificate must be received by HR prior to the                

payroll cut off in order for it to reflect on the next pay. Submitting it in on or after the last                     

day of cut off will automatically have it reflect on the next paycheck. 

  
SOLO PARENT LEAVE 
  
An employee that has rendered service of at least one (1) year of continuous service can                
avail up to 7 working days (consecutive or intermittent). The said leave credits cannot be               
carried over for next year. This should be availed within the year. 
  
Requirements 
  
A leave request sent via email that is duly approved by the employee’s client. 
 
A request for Solo Parent Leave should be sent 2 weeks before the said leave date in order                  
for the company to make adjustments and inform the client for the changes.  
  
Solo Parent ID or Certificate from DSWD shall be provided to the company. 
  



MATERNITY LEAVE 
  
a. Every pregnant female employee who has rendered an aggregate service of at least             
six (6) months for the last twelve (12) months, shall be given maternity leave of two (2)                 
weeks prior to the expected date of delivery and another four (4) weeks after normal               
delivery or abortion. A medical certificate stating that delivery will probably take  
place within two weeks may be required.  
b. The maternity leave shall be extended without pay on account of illness medically  
certified to arise out of the pregnancy, delivery, abortion or miscarriage, which renders  
the woman unfit for work, unless she has earned unused leave credits from which such  
extended leave may be charged.  
c. The maternity leave shall be provided by the employer only for the first four (4)               
deliveries.  
d. The employee must notify Human Resources Department of her pregnancy so HRD            
representative can immediately process the benefit.  
  
Requirements: 
· A leave request sent via email that is duly approved by the immediate supervisor,                

client, and Human Resources representative. 
·         Accomplished SSS MAT-1 Form 
·         Medical certificate with expected date of delivery 
·         Photocopy of the ultrasound negative 
  
PATERNITY LEAVE 
This is only applicable for all married employees. This can be granted for the first four                
deliveries of their legal wife. The employee must notify the Human Resources Department             
of the pregnancy of his legal spouse and the anticipated date of delivery. 
  
An employee can avail of 7 working days in a year (consecutive or intermittent). Leave               
credits can be availed before the expected date of delivery, during delivery, or after the               
delivery but not later than 60 days from the date of delivery. 
  
Requirements: 
· A leave request sent via email that is duly approved by the immediate supervisor,               
client, and Human Resources representative. 
·         Medical Certificate (with expected delivery date) 
·         Marriage Certificate (photocopy) 
·         Birth Certificate of the child (if available) 



LOAM (Leave of Absence due to Medical Reason) 

Probationary and regular employees may apply for this leave. However the approval of the              
client, immediate supervisor, manager, and HRD Head will be required. If granted, this kind              
of leave is considered as unpaid.  
  
Requirements: 
· A leave request sent via email that is duly approved by the immediate supervisor,               
client, and Human Resources representative. 
·         Valid medical certificate indicating the days of rest by our accredited physician. 
  
LWOP (Leave without Pay) 
In the absence of leave credits, regular and probationary employees may apply for LWOP.              
Approval is at the absolute discretion of the employer. It will also require approval of the                 
client, immediate supervisor, manager, and HRD Head. This is considered as unpaid and             
must be filed and scheduled in advance. 
  
Requirements: 
· A leave request sent via email that is duly approved by the immediate supervisor,               
client, and Human Resources representative.  
 
A request for LWOP should be sent 2 weeks before the said leave date in order for the                  
company to make adjustments and inform the client for the changes.  
 

WORK SCHEDULE and MEAL BREAKS 
  
This is defined by the requirement of the client. 
  
A regular working day has 9 hours, including the 1 hour meal break. Foregoing the 1 hour                 
break and working for 8 hours straight is only permissible with permission from your              
supervisor. Two ten minute breaks are allowed (and encouraged) two hours before and             
after your 1 hour meal break. 
 
Absence or Delay from your scheduled shift. We understand that sickness, emergencies            
and connectivity issues do arise. We can and do work with you when you have these issues.                 
But you must provide proper notification. In the event you will be delayed, or cannot make                
your shift for any reason, you agree to follow this notification procedure (in order of               
priority): 
  



1. Advise the client with a minimum of two hours notice prior to your scheduled shift. 
2. Advise your supervisor with a minimum of two hours notice prior to your scheduled              
shift. 
  
Utilize the following methods of contact until you have reached the client and confirmed              
that they are aware of your upcoming absence: 
a. Call your Client via either Skype or your Soft/Hard Phone. 
b. If you didn’t reach them via voice send an email &/or text. 
c. Call or text your immediate supervisor. You must receive confirmation that your            
notice was received. If you do not receive confirmation from your immediate supervisor,             
you must contact upper level management. 
 
If your power is out at home and you have no connectivity, you will need to use your                  
personal phone to text your supervisor. Lack of connectivity is no excuse for not advising               
your client you cannot make it to work. 
  
Not advising your client and your immediate supervisor prior to your shift, that you cannot               
make your shift is grounds for termination and a salary deduction. Violation of this              
procedure will result in loss of salary for the shift you did not work, plus a 200 peso                  
penalty deduction. 
  
End of Shift (EOS) Reporting 
A detailed EOS report shall be completed by the end of each shift. This shall be delivered to                  
your client, your supervisor and the company president. The report should provide a brief              
summary describing each task you worked on throughout your shift and the status of the               
task. (completed or not). The format of the reporting mechanism shall be determined by              
management. A salary deduction of PHP 200 will apply for any unexcused EOS reports              
which are not received. If you are not able to complete your report, please advise your                
supervisor. 
 

PAYROLL and TIMEKEEPING 

Payday 
Employees are paid bi-monthly. Pay for worked rendered, from the 1st to the 15th of every                
month, will be released on or before the 20th of every month and for worked rendered from                 
the 16th to the 30th/31st will be released on or before the 5th of every month. 
  
Direct Bank Deposit 
Payroll shall be paid directly to the bank account of the employees. The bank utilized is at                 



the option of the company. The employee must provide his or her account information              
immediately upon hiring. In the absence of Direct Bank Deposit, a check will be issued. 
  
Timekeeping 
Employees are expected to accurately record their hours by using any Time Tracking             
program used by the company when they are working. Hours include all time spent on the                
job performing assigned duties. Employees are responsible for timely reporting of           
corrections before their hours are submitted to Payroll, in order to ensure correct pay.              
Altering, falsifying, or tampering with time records may result in corrective action, up to              
and including termination of employment. 
 
Pay Slip 
Global Officeworks is an environment friendly company. Pay Details are available online            
one business day following the day the pay is released and are kept in perpetuity. Printed                
paystubs are available upon request. 
 
Payroll Inquiry 
If there is an error in the amount of pay, the employee should promptly send an email                 
inquiry to his supervisor or department manager. The supervisor/manager investigates,          
and if determined to be an error, pay will be corrected on the next regularly scheduled                
payroll. 
  
Pay Deductions 
For all employees, regardless of employment status, Global Officeworks withholds income           
taxes and submits to the BIR. 
 
For regular and probationary employees, Global Officeworks makes deductions from pay           
including: 

·            Social Security System contributions (company paid) 
·            PhilHealth contributions (company paid) 
·            Pag-Ibig Contributions (company paid) 
·            Costs of benefit programs chosen by the employee (where applicable) 
·            Garnishments (where applicable) 

  
The deductions will be divided into two for the two (2) pay periods (5th& 20th). 

HOLIDAY LEAVE and PAY RULE 

Holidays 
All employees are covered by the holiday leave pay for any un-worked regular holiday. An               



employee will receive the basic pay even if he/she did not report for work. Holiday pay                
computations are provided below for your reference. 

Regular Holidays 

Regular Holidays are the days declared as Regular Non-Working Day 
  
Computation: 
Computation of holiday pay is as follows: Payment is made for each hour worked on the 
actual holiday. e.g. For a 10pm to 7am shift: If the regular holiday falls on a Monday, holiday 
pay is two hours only. (10pm-12am).  If the regular holiday falls on a Tuesday, holiday pay 
is eight hours. (12am-7am, less 1 hour meal break, then 10pm-12am the following shift).  

Regular Holiday First 8 Hours In excess of 8 Hours 

REGULAR WORKDAY     

 Un-worked 100% = Basic Pay 
plus 30% of hourly rate 

on said day 

 Worked plus 100% = 200%  

REST DAY   

 Un-worked 100% = Basic Pay  

 Worked 
plus 30% of 200% = 

230% 
plus 30% of hourly rate 

on said day 

  
Regular and Special Holidays are declared by Presidential Decree and published by 
DOLE. 
 
Special Holidays 
Special Holidays are the days declared as Special Non-Working Day, Special Public Holiday,             
and Special National Holiday. All employees are expected to work during Special            
Non-Working Holidays. GLOW adheres to the list of Special Holidays as published by DOLE.              
http://www.bwc.dole.gov.ph/holidays/viewtitles.aspx  
  
Computation: 
  

Regular Holiday First 8 Hours In excess of 8 Hours 

http://www.bwc.dole.gov.ph/holidays/viewtitles.aspx


REGULAR WORKDAY     

Un-worked 

The “no work, no pay” 
principle applies during 
special days and  
on such other special days 
as may be proclaimed by 
the President  
or by Congress.  
  
Workers who are not 
required or permitted to 
work on special  
days are not entitled to any 
compensation.    

Worked 
100% = Basic Pay plus 30% 
= 130% plus 30% 

REST DAY   

Un-worked 

Workers who are not 
required or permitted to 
work on special  
days are not entitled to any 
compensation.    

Worked 
100% = Basic Pay 
plus 50% = 150% plus 30% 

LIST OF HOLIDAYS 

Unless specifically required to work by the client, the following days off shall be taken by all 
GLOW Employees: 
 
 



Holidays to 
Take 

Date 
Holiday 
falls in the 
Philippines 

Date 
Holiday 
falls in the 
USA 

Shift taken 
off by GLOW 
employee 
(Philippine 
Time)  Payment/Penalties 

Date the unpaid 
day off is offset 
by Double pay 
earned by 
working on a 
regular holiday 

New Years 
Day  January 2  January 1 

The shift 
which falls on 
the 
night/early 
morning of 
Jan 1/2 

Jan 2 is an 
Unpaid Day Off.  Dec 30 

Maundy 
Thursday 

Movable 
date 

The Actual 
Maundy 
Thursday 

Thurs 
night/Fri 
morning shift 

Thursday 
morning is 
double time. 
Thursday night 
and Fri morning 
are paid days off  N/A 

Good Friday 
Movable 
date 

The Actual 
Good 
Friday 

Fri night/Sat 
morning shift 

Fri night is paid 
but Sat is unpaid 
day off 

Maundy 
Thursday 

Memorial Day 
(USA) 

Last 
Tuesday in 
May 

Last 
Monday in 
May 

Monday 
night/Tues 
morning shift  Unpaid Day Off  May 1 

Independence 
Day 
(Philippines)  June 13  June 12 

The night of 
June 
12/morning of 
June 13 

Double pay for 
the morning of 
June 12  N/A 



Independence 
Day (USA)  July 5  July 4 

The night of 
July 
4th/morning 
of July 5th.   Unpaid Day Off  June 12 

 
Labor Day 
(USA) 

First 
Tuesday in 
September 

1st 
Monday in 
September 

Monday 
night/Tues 
morning shift  Unpaid Day Off  Eid'l Fitr 

Thanksgiving 
(USA) 

Fourth 
Friday in 
November 

4th 
Thursday 
in 
November 

Thursday 
night/Friday 
Morning  Unpaid Day Off 

National 
Heroes Day 

Christmas 
Eve 

December 
24 

December 
24 

Night of 
Christmas 
eve/Morning 
of Christmas 
day 

Special Holiday 
rates for the 
morning of 
Christmas Eve  N/A 

Christmas 
Day 

December 
25 

December 
25 

Night of 
Christmas 
Day/Morning 
of the day 
after 
Christmas 
day 

Night of 
Christmas Day is 
paid. Morning of 
the day after 
Christmas day is 
unpaid  Bonifacio Day 



New Year’s 
Eve 
(Philippines) 

December 
31 

December 
30 

Working the 
night of the 
30th provided 
for double 
pay. The 
morning of 
the 31st 
(premium 
paid for non 
working 
holiday).  Double Time  N/A 

New Year’s 
Eve (USA)  January 1 

December 
31 

Holiday on 
night of 31st 
(unpaid) and 
all day on the 
1st (paid).    N/A 

 
It would be an easier policy to work all Philippine holidays and take off USA holidays. But 
that would require working on important holidays such as holy week and Christmas Eve. 
That is why GLOW has a hybrid holiday policy. 
 
Note: If assigned to a client prior to April 1, 2015, this policy is subject to approval by your 
client, as it is different than their current contract 
 
Unless specifically waived, the following Philippine Holidays are required to be worked: 
 

Holidays to work (penalty rates apply). The shift required to be 
worked is the shift where the majority or the time falls on the 
holiday.   

Day of Valor (Araw ng Kagitingan)  April 9 

Labor Day  May 1 

Eid'l Fitr (Celebrates the end of the fasting month of Ramadan)  Moveable 



National Heroes Day 
Last Monday of 
August 

Bonifacio Day  November 30 

Rizal Day  December 30 

TERMINATION OF EMPLOYMENT 

  
Either Global Officeworks, or the employee may sever the employment relationship. Global            
Officeworks shall follow existing labor laws and company policies in making termination            
decisions. Employees, are required to comply with the notification period for resignation. 
  
Termination by the Employer 
  
The Company may terminate employment for any of the just, authorized or other cause/s              
allowed under the laws of the Philippines and jurisprudence, after complying with the             
requirement of due process or of notice, as may be applicable. 
  
This is also applicable to all End-of-Contract (EOC) cases which are applicable to all              
employees handling a client account. Termination of employee after a client account is             
closed will fall under the category of redundancy.  
 
Termination due to non-performance of tasks assigned. Employee may be terminated           
if Employer determines that Employee is not capable of performing, or has not produced              
adequate results for the tasks and duties assigned to him/her. The following Due Process              
shall be adhered to: 
 

DUE PROCESS 

Action Taken by Employer DUE PROCESS (Minimum Time Periods) 

First Written Warning & Discussion Log 

Immediate In Person Meeting with 
Employee, to include Coaching.  
(with documentation) 

Second Written Warning 1 week after First Written Warning 

Review and Further Coaching by Employer Immediately upon Second Written 
Warning 



Third and Final Written Warning 1 week after Second Written Warning 

Written Notice of Termination 1 week after Final Written Warning. 

Termination 
Terminated immediately upon written 
notice served. 

  
Termination by the Employee 
  
(a) Incentive to provide 60 days notice of Resignation/Termination of          
Contract. 
If the Employee provides a 60-day written notice to Employer and actively participate with              
the training of Employee’s replacement, an additional bonus will be included in the final              
pay,  as follows: 
  
Php500 per month will accrue on Employee’s account for each month of service to the               
Company. If Employee meets the terms of this provision, at the end of the 60 day notice                 
period, all funds accrued on Employee’s account (up to a maximum of one months’ salary)               
will be added to Employee’s final pay. If Employee does not meet the terms of this                
provision by not providing the 60 days’ notice, no additional bonus shall be given. 
 
(b) 30-day Resignation  
Employee agrees to give the Company not less than thirty (30) days notification of the               
intent to resign. Failure to comply with this notification period may adversely affect             
operation and client relationship; as such, employee may be held liable for damages.  
  
(c)               Less than 30-day Resignation 
This is a special case wherein the company and the client allows an employee to tender                
resignation less than 30 days prior the effective date of separation. 
  
(d)                Immediate Resignation 
This is only applicable for health/medical reasons which states that the employee is not              
physically fit to work. 
  

FINAL PAY vs. SEPARATION PAY 
  

Final Pay 
All employees whether voluntarily or involuntarily been separated from the company are            
entitled for the final pay. The final pay includes the following: 



·         Remaining days worked 
● This applies on the remaining days served after the cut-off during 15th or 30th/31st              

day of the month. 
·         SIL conversion 

● Applies only to regular employees who have served the company continuously for at             
least one (1) year. 

● This is only applicable for SIL credits earned the same year. 
·         13th –month pay 

● Prorated if the employee did not meet the one year period. 
·         Tax refund 

● Not all employees may receive this benefit, this would depend on your tax liability              
against tax remittances. 

  
Separation Pay 
Separation pay is not entitled for those who voluntarily resign from his/her work.             
Separation pay is only paid due to these factors specified below: 
·         Installation of labor-saving devices; 
·         Redundancy; 
·         Retrenchment; 
·         Closing or cessation of business operations; 
· Disease of an employee and his continued employment is prejudicial to himself or his               
co-employees, or 
·         When an employee is illegally dismissed but reinstatement is no longer feasible. 
  

REHIRE ELIGIBILITY 
  

Employees, who have voluntarily resigned and wish to be re-employed by Global            
Officeworks, either in their former capacity or in a different capacity, will be considered              
along with other applicants on a case-to-case basis. 
  
Generally, employees who are given preference for rehire are those who: 
  
·      Resigned voluntarily, 
·      Gave proper resignation notice in writing, and 
·      Met performance expectations. 
  
Rehire is based on the availability of openings for which the employee is qualified. Other               
applicants will also be considered, and the most qualified applicant will be selected. Other              
terms and conditions of employment will be decided at the time of hire: e.g., pay, title, and                 

http://www.laborlaw.usc-law.org/2010/01/24/redundancy/


work location. 
 

EMPLOYEE RELATIONS: Corrective ACTION / ESCALATION PROCESS 
  

CONDUCT AND BEHAVIOR  
To protect the interest and safety of all employees, the company expects each employee to               
conform and abide by established rules of personal behavior, conduct, and job safety, in              
addition to meeting performance expectations. In instances where these expectations are           
not being met, the corrective action policy provides for progressive corrective steps            
ranging from discussion log to termination of employment following due process.           
Depending on the circumstances in individual situations, employees may be suspended           
with or without pay while an investigation is conducted. 
  
An immediate supervisor or manager is responsible for creating and documenting all            
corrective actions, and if due for Termination; the case will be escalation to Human              
Resources. 
  
No corrective action notification should be given to an employee until the immediate             
supervisor or manager has notified the employee directly and in-person. Employee must            
acknowledge the corrective action. In any case that the employee will not agree to the               
sanction, the supervisor can ask for a witness (same position level) to acknowledge that              
associate is not willing to sign the document. Therefore, it does not take away the sanction                
given to the employee.  
 

 ATTENDANCE POLICY 
Definitions: 
 
Excused and unexcused absence or lates: 
Excused -- Proper notice was given, and a medical certificate was provided for sick leaves. 
 
Unexcused -- No notice or late notice was given, and no medical certificate was provided for                
sick leave. 
 
No Call-No Show(NCNS) -- Absences or lates without notification. First instance will result             
in a written warning. Habitual or three consecutive NCNS can be ground for termination 
 
Habitual/Excessive absences -- Two or more unexcused absences within a month is            
considered excessive. Eight in a calendar year is grounds for termination.  
 



Habitual/Excessive Lates -- Three or more late to work violations within a month is              
considered excessive, even if proper notice was given. Eight in a calendar year is grounds               
for termination.  
 
Absences on critical workdays -- The following days are declared as critical work day: 

● Mondays 
● The next work day after payroll is given. 
● The next work day after after a local fiesta 
● The next work day after after holiday.  

Any unexcused absence occurring on Critical Work days shall result in an immediate             
written warning. Two or more unexcused absences within a 30 day period or four in a                
calendar year is grounds for termination.  
 

Clearance Processing 
· HRD representative is responsible in assisting the separated employee for clearance             

processing. 
· Employee completes and signs all release documents including a Quit Claim and             
Release. 

The employee’s clearance form must be endorsed to Corporate Human Resources for             
confirmation of completion of clearance. 
· The said clearance will be forwarded to Payroll Department for final pay processing.              
Once cleared, the final pay will be submitted with the following payroll. (5th or 20th or the                 
month) 
·         The separated employee will be notified once the final pay is ready for release. 

 
CONDUCT AND BEHAVIOR 

  
The following guidelines suggest a procedure for administering corrective actions for           
minor to major infractions. These steps are only guides. All circumstances pertinent to the              
situation will be considered in making a decision. For example, in certain instances, the              
severity of an infraction may dictate that management institute an initial step more serious              
than the guideline or skip steps and proceed to a final warning, suspension or termination.               
Individual cases will be considered and the approach tailored to meet those circumstances             
at management’s discretion. 
  
Definition of Terms and Corrective Action 
  
Light Offenses 
A light offense is an infraction of rules or procedures, or substandard performance.             



Violations will result in corrective action, up to and including termination. 
  
Corrective Action 
First Occurrence : First Written Warning 
Second Occurrence : Second Written Warning 
Third Occurrence : Final Written Warning 
Fourth Offense : Termination of Employment 
  
Moderate Offenses 
A moderate offense is an unpremeditated dishonest act that directly affects the employees,             
company, and clients. This will result up to termination of employment. 
  
Corrective Action 
First Occurrence : First Written Warning 
Second Occurrence : Final Written Warning 
Third Occurrence : Termination of Employment  
  
Grave Offenses  
A major violation is an infraction of serious rules or procedures, or an illegal activity, which                
will likely warrant termination of employment. 
  
Corrective Action  
First Occurrence : Final Written Warning or preventive suspension  
Second Occurrence : Termination of employment  
  
A major violation will likely warrant a direct termination of employment. Management may             
put the employee on preventive suspension pending the investigation of the case. The             
outcome of such an investigation will determine what, if any, corrective action is taken with               
the employee. 
  
These guidelines do not guarantee that any particular level of discipline will be             
administered. Global Officeworks may impose any level of corrective action, up to and             
including termination, for any action that, in its sole discretion, it determines to be              
inappropriate. An employee can only have one corrective action per severity level. 
  
List of Infractions / Violations 

Nature of Offense Stipulation Specific Offenses Sanction 



 I. POLICY AGAINST 
HARASSMENT AND 
DISCRIMINATION  I .a. 

a. Violation to 
GLOW Equal 
Employment 
Opportunity 
Policy GRAVE OFFENSE 

  I. b. 

b. Violation to 
Global 
Officeworks's 
Harassment and 
Discrimination 
Policy either 
verbal or written 
committed within 
or outside 
company premises 
that affects 
company's 
integrity GRAVE OFFENSE 

II. GENERAL 
COMPANY 
GUIDELINES 

 

    

A.  Employment Files 
and Records II. A. a. 

a. Unauthorized 
reference/use or 
opening of 
personal files and 
all company's 
confidential 
documents e.g., 
mails, pay slips, 
201 files, and 
other confidential 
records. GRAVE OFFENSE 

  II. A. b. 
b. Unauthorized 
access to 

GRAVE OFFENSE 



somebody's 
personal account 

B.  Relationship in 
the Workplace II. B. a. 

a. Did not 
disclose any 
relationship with 
an employee 
currently 
working in the 
company upon 
application GRAVE OFFENSE 

  II. B. b. 

b. Did not 
disclose any 
relationship 
while working in 
the company with 
a co-employee 
who is under the 
same account GRAVE OFFENSE 

 
C.  Disclosure of 
Interests and 
Restraints / 
Conflicts of Interests II. C. a. 

a. Violation of 
company's policy 
on Conflict of 
Interest GRAVE OFFENSE 

 II. C. b. 

b. Involving in 
part time/ full 
time jobs related 
to or in conflict 
with company 
operations 
without written 
consent duly 
approved by the 
immediate 
supervisor and GRAVE OFFENSE 



manager 

  II. C. c. 

c. Engaging in 
other work or 
personal business 
during work 
hours that has an 
impact on 
performance GRAVE OFFENSE 

D. Telephones II .D. a. 

a. Unapproved 
use of telephone 
facilities LIGHT OFFENSE 

  

III. INFORMATION 
SECURITY POLICY 

 
   

  III. a. 

a. Leaving of 
confidential 
information e.g., pay 
slips, personal 
confidential records, 
and any other 
confidential office 
records 

MODERATE 
OFFENSE 

  III. b. 

b. Sharing of 
passwords - 
referring to all 
passwords related 
to company / 
operational 
concerns 

MODERATE 
OFFENSE 

 III. c. 

c. Changing of 
passwords - 
referring to all 
passwords related 

MODERATE 
OFFENSE 



to company / 
operational 
concerns 

  III. d. 

d. Accessing, 
viewing, and saving 
any pornographic 
picture, sexual acts, 
nudity and or 
rebellious materials 
both printed or 
through electronic 
devices 

MODERATE 
OFFENSE 

IV. 
NON-DISCLOSURE 
AND 
CONFIDENTIALITY 
POLICY 

  

  

  IV. a. 

a. Violation to 
Global Officeworks's 
Non-Disclosure and 
Confidentiality 
Policy GRAVE OFFENSE 

  IV. b. 

b. Giving out 
company's 
confidential 
information to 
unauthorized 
persons e.g.,  
company's  
files/record, 
information of client GRAVE OFFENSE 



  
  IV. c. 

c. Releasing false 
statements against 
the company 
through media e.g., 
radio, television or 
any other social 
networks GRAVE OFFENSE 

 

IV. d. 

d. Non-disclosure of 
serious historical 
background that 
may threatened 
employees to work; 
just like being 
convicted of both or 
either civil and 
criminal acts under 
the law of the 
Philippines whether 
the crime 
committed was 
related to her job 
duties or not. GRAVE OFFENSE 

V. SOLICITATION 
AND 
DISTRIBUTION 
POLICY 

  

  

  V. a 

a. Distribution of 
materials not 
related to business 
operations within 
company premises 
e.g., propaganda 
materials, sample 
ballots/political 
agenda 

MODERATE 
OFFENSE 



  V. b. 

b. Unauthorized 
personal solicitation 
of funds/stuffs for 
any purpose 
without approval 
from Human 
Resource 
Department 

MODERATE 
OFFENSE 

VI. NEGLECT OF 
DUTY       

  VI. a. 

a. Failure to use any 
Time Tracking 
system of the 
company LIGHT OFFENSE 

 VI. b. 

b. Failure to submit 
required daily End 
of Shift Reports 
(EOSR) 

MODERATE 
OFFENSE 

  VI. c. 

c. Causing damage 
and/or loss of 
company's property 
through negligence 

MODERATE 
OFFENSE 

  VI. e. 

e. Failure to 
liquidate cash 
advances within one 
week after the end 
of the event 

MODERATE 
OFFENSE 

  VI. f. 
f. Concealing serious 
errors or mistakes GRAVE OFFENSE 



*this applies to 
everybody 

  VI. g. 

g. Failure of a 
supervisor and / or 
manager to give 
appropriate 
corrective action to 
employees to act 
accordingly to the 
infractions GRAVE OFFENSE 

 VI. h. 

h.  Tardiness. Not 
arriving to work on 
time. 
 

1st time each 
month: Light 

OFFENSE.  
2nd time each 
month: MODERATE 
OFFENSE. 3rd and 
consecutive times 
each month:  

GRAVE OFFENSE 

  
 
 VI. i. 

i. Neglect of duty 
that is related to 
supervisory and 
managerial job 
discretions/assignm
ents 

MODERATE 
OFFENSE 

 

  VI. j. 

j. Abuse of authority 
that is resulting to 
personal gain / 
favor GRAVE OFFENSE 



  VI. k. 

k. Failure to ask 
permission from 
immediate 
supervisor in 
leaving workplaces 

MODERATE 
OFFENSE 

 VI. l. 

l.  Non Performance 
or low productivity 
or tasks and duties 
assigned. GRAVE OFFENSE 

Attendance VI.M 
Any unexcused 
absence. 

MODERATE 
OFFENSE 

 VI.N 
Habitual/Excessive 
absences GRAVE OFFENSE 

No Call-No 
Show(NCNS) VI.O 

Absences or lates   
without notification.  
will result in a    
written warning.  
can be ground for    
termination 
 

First violation is a 
MODERATE 

OFFENSE 
Habitual violation is 
a GRAVE OFFENSE 

 VI.P 
Habitual/Excessive 
Lates GRAVE OFFENSE 

VII. LOSS AND / OR 
DAMAGE OF 
COMPANY AND / 
OR EMPLOYEE 
PROPERTY 

  

  



  VII. a. 

a. Removal of any 
company property 
or the property of 
others 
(co-employee) from 
company premises 
without proper 
authorization GRAVE OFFENSE 

  VII. b. 

b. Stealing, 
sabotage, willful 
damage, abuse or 
destruction of 
company property, 
or that of a supplier, 
vendor, customer, 
or other employee; 
failure to report any 
of the above GRAVE OFFENSE 

  VII. c. 

c. Any deliberate 
action which causes 
closure, stoppages 
and / or slowdown 
of company 
operations or any 
effect to loss of 
company properties GRAVE OFFENSE 

  VII. d. 

d. Intentional 
damage, destruction 
or loss of company 
and co-employee’s 
property GRAVE OFFENSE 



  VII. e. 

e. Attempted theft 
or any form of theft 
; any act of stealing 
of the property of 
any employee  and 
the company 
including third 
parties GRAVE OFFENSE 

VIII. POLICY ON 
HEALTH AND 
SAFETY  

 

    

  VIII. a. 

a. Unauthorized use, 
possession, 
conveyance, or 
storage of any 
firearms, explosives, 
or other dangerous 
weapons on 
company premises. GRAVE OFFENSE 

  VIII. b. 

b. Failure to 
undergo any other 
health and safety 
regulations initiated 
by the company or 
in the city/province 
or even national 
activities. 

MODERATE 
OFFENSE 

  VIII. c. 

c. Failure to submit 
themselves for 
Random Drug Test GRAVE OFFENSE 



  VIII. d. 

d. Failure to provide 
/ submit health 
requirements/ 
medical records 
asked by the 
company or from 
immediate 
supervisor or 
manager, and 
Human Resources 
representative 

MODERATE 
OFFENSE 

  VIII. e. 

f. Selling, buying , or 
using  any form of 
prohibited drugs 
within company 
premises GRAVE OFFENSE 

  
  VIII. f. 

g. Possession of 
firearms, explosives 
or any deadly 
weapons GRAVE OFFENSE 

 

VIII. g. 

h. Violation Drug 
Free Workplace 
Policy and of 
Department of 
Labor and 
Employment Order 
no. 53-03, in 
support of Republic 
Act No. 9165 
(Dangerous Drugs 
Act of 2002), GRAVE OFFENSE 



  VIII. h. 

i. Reporting to work 
while under the 
influence of drugs 
or alcohol 

 GRAVE OFFENSE 

  VIII. i. 

j. Violation to Safety 
and Security 
Procedures GRAVE OFFENSE 

  VIII. j. 

k. Failure to inform 
the management or 
to immediate 
supervisor/manage
r of any considered 
contagious diseases 
which endangers 
health of other 
employees e.g., 
HEPA, tuberculosis, 
chicken pox, and 
other infectious 
disease such as 
diphtheria, typhoid, 
scarlet fever, polio, 
tuberculosis, or a 
venereal condition GRAVE OFFENSE 

  VIII. k. 

l. Failure to report 
work-related 
injuries to the 
management, 
supervisor or 
manager LIGHT OFFENSE 

IX. MISCONDUCT     



  
  IX .a. 

a. Interfering with 
others while doing 
their work LIGHT OFFENSE 

 

IX. b. 

b. Releasing public 
statements about 
the company 
through media e.g., 
radio, television or 
be it in a social 
network sites 
without any 
permission from the 
management 

MODERATE 
OFFENSE 

  IX. c. 

c. Using 
inappropriate or 
unprofessional 
languages to 
co-employees, 
employer, clients, 
and the 
management 

MODERATE 
OFFENSE 

  
  IX. d. 

d. Use of abusive or 
threatening 
language towards 
fellow employees, 
customers, guests, 
supervisors / 
managers, or the 
management GRAVE OFFENSE 

 

IX. e. 

e. Fighting, coercing, 
interfering with, 
threatening, 
inflicting bodily 
injury to other GRAVE OFFENSE 



employees, 
customers, guests, 
or supervisors on 
company premises 

  IX. f. 

f. Behaving / acting 
with gross 
disrespect with 
clients, employer/ 
co employees, 
supervisors, 
managers, and 
persons transacting 
business with the 
company GRAVE OFFENSE 

  IX. g. 

g. Being rude in 
transacting business 
to clients/ customer 
whether 
inbound/outbound 
calls or chat 
accounts GRAVE OFFENSE 

  IX. h. 

h. Creating or 
involving in oral 
defamation, rumor, 
or malingering acts GRAVE OFFENSE 



  IX. i. 

i. Insulting, 
threatening, or 
challenging the 
client, customer, 
employer, co 
employee, 
supervisors, 
managers using 
disrespectful or 
defamatory 
language (written or 
oral) GRAVE OFFENSE 

  IX. j. 

j. Fighting during 
official time / work 
schedule on 
company premises GRAVE OFFENSE 

  IX. k. 

k. Any form of 
Lascivious acts 
within company 
premises e.g., public 
display of affection, 
or any sexual act, 
and the like GRAVE OFFENSE 

  IX .l. 

l. Asking for 
demands, bribe the 
employers/ 
co-employees / 
clients/ customers GRAVE OFFENSE 

 

X. 
INSUBORDINATION     



  X. a. 

b. Failure to attend 
and participate 
company initiated 
events 

MODERATE 
OFFENSE 

  
  X. b. 

c. Insubordination, 
including refusal to 
perform work 
required by a 
supervisor / 
manager whether 
immediate or not 

MODERATE 
OFFENSE 

 

X. c. 

d. Avoidance to 
report on their shift 
schedules without 
any valid reasons GRAVE OFFENSE 

  X. d. 

e. Failure to work 
overtime after the 
employee has been 
informed and 
agreed to the 
condition. 

MODERATE 
OFFENSE 

  X. e. 

f. Intentional 
disobedience to 
work policies, rules 
and regulations 
initiated by the 
management GRAVE OFFENSE 

  X. f. 

g. Refusal to submit 
to reasonable 
inspection within 
company premises GRAVE OFFENSE 

XI. POLICY ON 
FRAUD AND 
DISHONESTY 

  

  



  XI. a. 

a. Dishonesty, 
including any 
deliberate 
falsification or 
misinterpretation or 
providing 
misleading or 
incorrect 
information in 
connection with the 
preparation of 
company records, 
including 
application for 
employment GRAVE OFFENSE 

  XI. b. 

b. Altering, falsifying 
and tampering own 
time record and/ or 
falsifying, altering, 
and tampering 
another employee's 
time record GRAVE OFFENSE 

  XI. c. 

c. Logging in to the 
tracking system for 
another employee 
or any form of time 
record GRAVE OFFENSE 

  XI. d. 

d. Asking another 
employee to 
manipulate time 
record Both the 
giver and receiver of 
the act will be both 
sanctioned GRAVE OFFENSE 

  XI. e. f. Forgery of all GRAVE OFFENSE 



  company 
documents and / or 
records 

 

XI. f. 

g. Misuse and / or 
misappropriation of 
company funds and 
properties GRAVE OFFENSE 

  XI. g. 

h. All other acts of 
dishonesty / fraud 
that may impair the 
integrity of the 
company and may 
cause damage to the 
company GRAVE OFFENSE 
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