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CODE OF DISCIPLINE

'This it an cxclusiuc propcrtl ofBtaL oJConacrc ('thc Banl") and b pririlcgcy' tnrl coli-
ltntialintcndcdachriacllforthcucolchcBttL. Noponofthhdonnicntntoybcreproduccrl
or copkd witbort orim pmisbnfma ck kal-'
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CODE OF DISCIPLINE

I. POLICY
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The business of banking is built on CONFIDENCE. To

inspire such confidence would require a commitment from each

and every staffmember to adhere ro high standards ofpcrsonal
inregriryand professional conduct. This Codc of Discipline was

designed to mainrain, if nor cnhance furshet, thesc noble

atrribures. Application ofrhis Code could result in adminisrrative

imposirions. Buc this should be viewed as having bccn madc for
the pararnount intercst ofboth the Bank and its pcrsonnel. The

clear objecrive is to improve rhe servicc and makc the onc

concerned a berter member ofsociery
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II. TRUST AND CONFIDENCL

The Bank reposes its trusr and confidence on an emPloyee

by the assignment ro him ofdesignated responsibilitics. On thc

parr of the emBloyee, he has rhe correspotrding obligation ro

preserve that rrust. That obligation is breachcd by any of rhe

following acts:

1. Misappropriation of funds owned, held or in thc custody

of rhe Bank;

2. Theft or unauthorized taking ofpropcrry owncd, used or

in t}rc custody of the Bank;

3. Forgery or fdsification ofBank records and documcnts;

4. Commission offraud against the Bank;

5. Commission of any acr, constituting a crime or offcnse

against rhe Bank, its directors and officcrs;

6. Deliberate destrucdon of properry owncd, held or in'the
cusrody ofthe Bank;
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III. YIOBKPEREORMANCE

One's valuc as an cmployee depends on the dedicarion and
cfficiencT hc dcvotes to his dudes. In every insrance, due diligence
is requircd from him, lt therefore becomes incumbenr on the
part of thc Bank to rake appropriate administrariye action
whenever any ofthc following acts or omissions becomes present:

l. Abandonment ofwork;

2. Failurc or refusal ro dischargc onei duries;

3. Incompctence or inefficicncy in the performance ofducies;

4. lnsubordination;and,

5. Ncglect or ncgligcnee in performance ofduties.

IV CONDUCT AND BEHAVIOR

Thc Bank strives to mainrain a work eovironmenr
descriptivc of professionalism, yet wholesomc and cordial.
Pcrsonnel should do rheir part in projccring a posirive image of
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the Bank. Thcy should avoid deviarions from norms ofconduct
as exemplificd by the following acrs commined during officc
hours or within Bank premises:

l, Immoral, indeccnt or scandalous conducr;

2. Quarrcling, fighdng or challenging ro fighr anorher person;

3. Engaging in horseplay, or using abusive, dcfamarory,
threatcning or profane languagc or cxhibiring an insulting
or irresponsible behavior;

4. Drinking alcoholic beverages and intoxicating beverages

excepr during Bank aurhorized occ4sionsi

5. Enrering rhe Bank prcmises or performing work while under
rhe influence of narcorics or prohibited drugs;

6. Possessing, using, disrriburing or c-ausing ro be broughr into
che Bank premises narcotics, prohibited drugs, cxplosivcs
and other prohibired or conrraband ircms;

7. Gambling, betting, conducting lorrerics and personal
business rransactions;

8. Committing acrs ofgross discourresy;

9. Defacing or disfiguring properties owned, held or in the
custody of rhe Bank;

10, Causing loss, damage or injury ro anorher pcrson;

1 l Loafing, loitering or slecping during working hours;

12. Frequently cntertaining personal guests and visitors and
excessive trse of telephone faciliries for pcrsonal busincss;
and,

13. Commission of accs or crimes involving moral turpirudc,

V COMPLIANCE WITH OFFICE RULES

No organizarion can firnction effectively without rulcs and
regulations to govern puncrualiry arrendance, securiry and
deportment. These rules arc meanr to be complied wirh and rhc
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7. Unaurhorized disclosurc ofBank data and records;

8, Engaging, direcrly or indirecdy and wirhour the conformiry
ofthc Ban( in a business activiry comperirive with rhat of
thc Banlq

9. Soliciting or receiving money, gifts or benefirs in
considcrarion of unduly favoring a privare parry in the
pcrformance of onet duties;

t0. Unauthorized use of thc Bank's name and goodwill in
pcrsonal transactions;

I 1. Falscly and meliciously representing oneself to be *,esred

with, or usurping functions perraining to an officer or
anothcr cmployee of thc Bank; and,

12. Issuancc of bouncing check or failure to honor lawful
pcrsonal mone rary obligations.



Bank will have no altcrnative but to take lhe necessary measures

for violations such as rhose enumeratcd below:

1. Failure to acromplish the Attendancc and Time Records

(ATFc);

2. Incurring unexcused Tardiness of six (6) rimes or more

within a rwelvc-month period;

3. Exccpt in emcrgcncy cases, raking a Ieave without prior
petmission;

4. ln emergcncy cases, failure to give notice of rhe cause of
abscncc wirhin rhe first rhrcc (3) houn ofhis work schedule;

5. Unaurhorizcd and unexcused absences; where these absences

excecd five (5) coosecutive working days, the sarne shall

constitutc abandonment of work;

6. Failure to wear rhe Bank ID:

7. Failure to wear the prescribed uniform or proper attire;

8. Timperingt'ith or, commitring irreg-rlariries in the keeping

of rimc recordl

9. Claiming overtime pay on rhe ba-sis offalsified or tampered

rimc records; and,

10. Refusal to submir o medical or psychiatric examinarion

and/or trcatment as rcquired by rhe phlsician.

VI. ADMINISTRATTVE SANCTIONS

The actions or penalries that the Bank may impose for the

commission of admiiistrari*,e offenses are as follows:

a. Written Rcminder
b. \Tritten $/arning
c, Rcprimand
d. Suspcnsion

c. Dismissal

2. The following offenses shall be subiect to dismissal unlcss

the Bank, for reasons which it considers mcritorious, should

decide on a lower penalry

a. All offenses under Itcm II (Tiust and Confidence);
b. All offenses under ftem II (Work Pcrformance);

c. The following offenses under Item IV ( Conduct and

Behavior):

l Entering the Bank premises or pcrforming work
while under rhe influence of prohibired drugs;

2. Possessing, using disrributing or causing to be

broughr inro the Bank premiscs prohibited drugs,

explosives and conrraband irems;

3. Defacing or disfiguring Bank Propcrtics;

4. Causing loss, damage or injury to another; and

5. Commission of acts or crimes involving moral

rurpitude.

3. The administrarive actions/penalties for the othcr offenses

(with abbreviated descriprions) shall be as follows:

offense 
ll: "l}'"*fr'-If

Succccding

0ffcnsce

a. lmmoml Gnduct

b. Qurrclling
c. Horsephyi rburive languzgc

d. Drun[rnnes

e, Gambling

I Gros Disourtesy

g. Lorfio6

h. Entcruining ptrsond visitors

i. Frilu.rt to rccomplisb AIR.s

j. Tudines

lc Lravc without pcrnision

l. Frilun o girt notie in cmtqency caies
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s- l0

s- r0

(Norc: Number Aftcr "S" pertains to numbcr ofdays)

4. Norwithstanding the above schedule, higher or more severe

penaltics may bc imposed ifaggravating circumsrances are

prcsent such as, bu! no! limired ro, multiple violations,
habirualiry and prcmediration.

5. Offenses nor listed above shall be penalized on a case-co-

casc basis.

6. Thc imposition by rhe Bank ofpenaldes on administracive
offenses shall bc without prejudice to rhe filing of ci"il or
criminal actions as may be *arranted, seeking
reimburscment or refund from rhe responsible employee
and/or scrting-off any accountabiliry against benefits or
credits due to thc employee.

7. Administrativc penalries may also be imposed by rhe Bank
on those who connive, participare, consen! to or tolerate
the commission of administrative offenses.

8. The cerm "employees" as used in this Code shall include
officcrs of che Bank.

9. The rerm "Bank prenises" as uscd in this Code would
include all buildings, office, work and service areas,

warehouscs, vehicles and all orher properties owned, rcnted
or used by the Bank including, except in the case ofvehicles,
arcas immediarcly leading, adjacent or conriguous rherero.

VII. PROCEDURES

Adminisrrarive actions/ penalties shall bc imposcd by the

following:

Immdietc Supcrvising Ofrcer Wriaeo Remindo rnd

Vrircn Vrmings

Dcpartment Head - From fuprimand up to

Suspcnsion for 5 dryr

Group Hcrd Suspension ftom 6 to l0 drp

Scqor Head - From Suspensioo for ll drp

up to Dhoisd

Boud of Dinctors For cr.stl involving fusisant Vicc Pasidcnr

ud thosc of hi$cr nnlc

2. Penalries shall be imposed only after thc disciplinary
authoriry has verified the facrs and after giving thc cmployee

concerned rhe opporruniry to explain his sidc in writing.
Due process shall be observed io the investigation. ln casc

hearings are conducted on the chargcs, a rePr€scntativc of
rhe employees' union shall be cnritled ro amend rhe same.

All investigarions aod impositions of pcnalties shall be

coordinated with rhe Legal Group.

3. All actions taken and penalties imposed against an cmPloyee

shall be in writing. Exccpt for c:ses subject lo *rc jurisdiction

o€ the Board, notice of such acrion sha.ll be furnished by

rhe disciplinary authoriry to rhe next highcr officer and to

HRMDG,

VIII. EFF IVITY

This Code shall become effective on )antary 15, 1992.
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Sample A
(Notice co Explain)

Sample B
(Noricc to Explain)

MEMORANDUM

: (Name of Employee)
(Designarion
(Unit)

FROM :

DATE :

SUB]ECT: Adminisrrative Case under Memorandum
Dared

DATE

'With reference ro above subjecr, please be adviscd chat based on our
evaluation ofthe facrs, the following decision is hereby rendercd:

l. The case is considcred closed; or,

2. A Reminder is hereby issued rhar your acr or omission constirures
and adminisrrative offensei or,

3. A \W'arning is hereby issued against you rhat similar acrs of omission
in rhe furure will warrant heavier pcnaldes; or,

4. A Reprimand is hereby issued againsr you; or,

5. You are Suspended for 

- 

dayls effective on

(Note: The above decisions are samples only).

cc: HRMDG (ro include copies of inirial memo serued and cmploycci rcply)
BCEU

MEMORANDUM

FOR : (Namc of Employec)
(Designation
(Unir)

FROM :

DATE :

FOR

Pleasc explain in wriring wirhin rwenry-four (24) hours from
receipt hereof why no adminisrrarive disciplinary acrion should be
taken against you in connection with rhe following:

(Descriprion of the offense or violation)

If no explanation is received from you wirhin the given period,
the same shall be consi&red a waiver on your parr and we shail
decide your case based on available facts.

cc: file
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