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INTRODUCTION 
 

 

Welcome to CISP! 

 

We are happy to have you as part of our growing family. You were hired 

because we believe you can contribute to the success of the company and 

share our commitment in delivering high quality yet affordable insurance 

products and services to the Filipino people. As part of the team, we hope you 

will discover that the pursuit of excellence is a rewarding aspect of your career. 

This Employee Handbook contains relevant information that you will need in 

your stay in the company. The information contained applies to all employees, 

no one is exempted. 

 

As a neophyte, you are highly encouraged to go through the Handbook to 

further understand the organization, benefits, policies, and procedures. Take 

note that the Handbook is annually reviewed and updated if necessary. Any 

change in the Handbook shall be released through Memorandum and it is the 

employee’s responsibility to be informed. Furthermore, it is important to note 

that nobody has the authority to engage into agreements contrary to the 

content of the Handbook even make verbal promises or assurance of continued 

employment.  
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DISCLAIMER 
 
 

 
If, at any time, any policy or procedure of the company is in conflict with, or in 

violation of, any Philippine Government law, those laws will govern and our 
policy will be changed accordingly. 
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COMPANY PROFILE 
 
 

MISSION STATEMENT 
 

We advocate cooperative ideology by providing quality and affordable insurance 
products and services to our clients in an efficient and innovative manner.  
 
(Adapted from CISP Strategic Planning Workshop, January 2011) 

 

VISION STATEMENT 
 
A leading cooperative providing diversified insurance products and services by 

year 2020.  
 
(Adapted from CISP Strategic Planning Workshop, January 2011) 

 

CORE VALUES 
 
We, the men and women of COOPERATIVE INSURANCE SYSTEM OF THE 
PHILIPPINES, are directed by the following values. These values define our 

company as we want it to be. We are certain that when we put our values into 
practice, the company stakeholders will have long term benefits.  

 
We take SOCIAL RESPONSIBILITY… 
We advocate that every Filipino will be financially secured with the products 

that we develop and offer to the market. Everybody will have peace of mind and 
no family will ever be left empty handed when someone passes away. 

  
We value COMMITMENT… 
We are committed to deliver superior quality service to all our members. Every 

employee is expected to give fast and efficient service to ensure customer 
delight and satisfaction. 
  

We serve with EXCELLENCE… 
We strive to excel in all the things that we do through our high quality and 

affordable products, outstanding service, and devoted employees.  
 
We act with INTEGRITY… 

We, in CISP, are accountable for the highest standards of behavior, including 
honesty and equality in all aspects of our work. We pledge to be responsible 

citizens and employees. We will always treat members and company resources 
with the respect that they deserve. 
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We regard INNOVATION… 
We continuously innovate our products to fit the changing needs of our society. 

Welfare of every Filipino is considered when products and services are created 
and developed. 

  
We promote SYNERGY… 
We work together hand-in-hand to achieve our organizational Vision and 

Mission. Departments and units coordinate and collaborate to ensure that 
members’ interest is of priority. 
 
(Adapted from CISP Strategic Planning Workshop, January 2011) 

 

HISTORY 

The Cooperative Insurance System of the Philippines (CISP) is a national 
cooperative federation committed to deliver security through insurance 
packages to members of cooperatives, labor unions and cooperative oriented 

groups and organizations. CISP's existence has been legalized with its initial 
registration with the Department of Local Government and Community 

Development on April 08, 1974 and the subsequent issuance of the Certificate 
of Authority to operate by the Insurance Commission on September 30, 1974. 
A confirmation of registration was issued to CISP on February 04, 1991 by the 

Cooperative Development Authority (CDA) in compliance with the mandate 
under RA 6938 and RA 6939 otherwise known as the Cooperative Code of the 
Philippines and the Act Creating CDA. On the other hand, CISP is likewise co-

regulated, co-supervised by the Insurance Commission.  

CISP is regulated, supervised and licensed to act and operate as a life 
insurance company by the Insurance Commission (IC) like all other insurance 

companies. 

Membership in CISP is open to all types of cooperatives, samahang nayons, 
farmers' or workers' organizations, trade unions and other cooperative-oriented 
groups, including civic, professional, or fraternal organizations by subscribing 

to and paying for shares of stock with par value of Php100 per share. A 
contributed surplus of Php40.00 per share is also charged for the first few 

shares. 

Members of CISP are entitled to all the services provided for at the usual terms 
and conditions. During general assemblies, members may vote or be voted 
upon for offices in accordance with CISP by-laws. Members like in any other 

cooperative are likewise entitled to patronage refund and interest on capital. 
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ORGANIZATIONAL STRUCTURE 
 
Refer to attached copy of Present Organizational Structure (Appendix 1) 

approved by the Board of Directors. 
 

THE BOARD OF DIRECTORS 
 

The Board of Directors is composed of nine (9) members, two (2) of whom are 
independent directors. They are elected by the General Assembly.  

 
Directors elected under the by-laws shall hold office for a term of two (2) years 
unless earlier removed from office by reason of death, incapacity, resignation or 

other causes and until their successors shall have been elected, qualified, and 
assumed office. 
 

MANAGEMENT TEAM 
 
The Management discusses organizational issues and concerns in order to 

come up with appropriate solutions. It serves as policy-making body of the 
organization at the operational level. It will ensure proper coordination amongst 
functional groups of the organization. 

 

 President 

 Executive Vice-President and Chief Operating Officer 

 Junior Officers 

This refers to VPs, AVPs, Managers, and Supervisors 
 

UNIT FUNCTIONS 
 
Board of Directors 
 

 Plans long-term business direction and strategy; 

 Acts as policy-making body; and 

 Ensures that there is Stakeholder Trust and Confidence 

 
Corporate Secretary 

 
• Prepares correspondence of Board of Directors;  
• Specifies appropriate meeting agenda; 

• Calls meeting to order during absence of Chairman;  
• Notifies directors and members whenever there are meetings; 
• Sees to it that minutes of Board meetings are taken and approved; 

• Maintains enduring records of organization like articles of incorporation, 
list of directors, board and committee meeting minutes, financial reports, 

and other official records;    
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• Makes records readily available when required;  
• Signs documents authorized by Board of Directors; 

• Receives legal notices to coop and ensures that important documents are 
filed and maintained;  

• Prepares and issues Stock Certificates to cooperatives; and 
• Performs other related tasks assigned from time to time. 

 

Office of the President 
 

• Directs, coordinates and controls the operations and activities of the 

Head Office and Regional Offices; 
• Executes and administers the policies, plans and programs, and rules 

and regulations promulgated by the Board of Directors (BOD); 
• Prepares and submits for consideration of the BOD the general business 

plans and budget of the CISP; 

• Prepares and submits reports on the affairs of the CISP to regulatory 
bodies; 

• Represents the CISP in inter-agency meetings; 
• Approves appointment, promotion, transfer, dismissal of personnel as 

authorized by the BOD; 

• Executes all authorized bonds, contracts or obligations in the name of 
the company; and 

• Exercises such other powers and functions as may be directed by the 

BOD. 
 

Administrative and Finance Department 
 
Accounting Unit 

  
• Prepares company annual budget; 
• Ensures that all company transactions are within the set annual budget 

and follows  unit’s policy; 
• Prepares vouchers; 

• Prepares agents commissions; 
• Monitors and updates accounts receivables; 
• Computes employees’ income tax; 

• Reviews payroll schedule; 
• Prepares and monitors payment dues to BIR; 

• Prepares and monitors company payment dues (electric bill, water bill, 
telephone bill, internet bill, etc.); 

• Prepares company alpha list during year end;  

• Conducts bank reconciliations; 
• Monitors revenues and expenditures; 
• Prepares periodic Financial Statement;  

• Analyzes variances between budget and actual expenses;  
• Monitors company investments in banks; 
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• Monitors and updates clients’ capital contributions; 
• Updates paid investments in registry book; 

• Issues confirmation of clients’ capital contribution; 
• Prepares reports required by Cooperative Development Authority and 

Insurance Commission. 
 
Administrative and General Services Unit 

 
 Compliance 
• Processes and updates necessary permits and compliances (Company 

Registration, Building Permit, BIR Permit, etc.); and 
• Pays company dues (electric bill, water bill, telephone bill, internet bill, 

tax, Government-Mandated remittances, etc.) as scheduled. 
 

 Safety, Security, and Building Maintenance 

• Implements approved company security measures; 
• Maintains safety and cleanliness inside company premises; 

• Ensures company compliance with waste disposal system;  
• Takes care of electrical wiring concerns; 
• Creates and implements Disaster Management Action Plan; 

• Monitors and reviews contracts of Regional Offices.  
 

Internal and External Communications 

• Receives communication letters and forwards it to concerned personnel;  
• Sends external communications through mailing; and 

• Takes care of landline and company postpaid lines contracts and  
concerns. 
 

 Motor Pool 
• Ensures that company-owned vehicles are well maintained and is always 

in good condition; 

• Dispatches authorized trips of vehicles; and 
• Monitors vehicle mileages. 

 
 Purchasing 
• Looks for suppliers; 

• Keeps record of suppliers information, contracts, special arrangements, 
and price list; 

• Updates suppliers’ price list monthly; 
• Purchases office supplies, equipment, and machines for the company 

following approved purchasing system and procedure; and 

• Keeps record of all purchasing transactions. 
 

 Inventory 

• Receives and keeps record of delivered purchased items; 
• Coordinates closely with Purchaser; 
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• Keeps up-to-date inventory of all company supplies, equipment, and 
machines; 

• Releases authorized request of company supplies, equipment, and 
machines; 

• Ensures completeness and safety of CISP marketing collaterals; 
• Releases marketing collaterals as per request; and 
• Determines items for bidding or disposal. 

 
 Records Keeping 
• Organizes CISP records (such as approved and disapproved insurance 

applications, issued billing statements, issued official receipts, etc.) 
• Ensures completeness and safety of CISP records; and 

• Retrieves record documents as per request. 
 
Cashier Unit 

 
• Issues Company Official Receipts for all transactions; 

• Prepares checks; 
• Releases checks; 
• Keeps record of released checks; 

• Releases salary of employees; 
• Receives requests for petty cash;   
• Releases petty cash requests according to CISP policy; 

• Keeps record of petty cash releases and liquidation;  
• Keeps inventory of accountable forms (Vouchers, Billing Statements, 

Official Receipts, and I-Cards);  
• Acts as Liaison Officer of company in its depository banks; 
• Monitors cash flow; 

• Prepares daily cash report; 
• Maintains and updates company passbooks; and  
• Keeps record of bank certificates. 

 
Human Resources Unit 

 
 Recruitment, Selection, and Placement 
• Conducts manpower planning and budgeting; 

• Plans recruitment procedure; 
• Innovates and administers selection procedure; and 

• Issues and monitors employee contract. 
 
 Employee Relations 

• Maintains and Updates Employee 201 File; 
• Implements Employee Handbook and Company Code of Conduct 

accordingly; 

• Updates Employee Handbook and Company Code of Conduct when 
necessary; 
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• Organizes employee activities (Team Building, Christmas Party, etc.); and 
• Organizes and Monitors Company Corporate Social Responsibility. 

 
 Compensation and Benefits 

• Keeps record of employee tardiness, absences, and leaves; 
• Prepares payroll schedule and pay slips; 
• Prepares Government Mandated Benefits remittance reports;  

• Prepares Government Mandated Benefits certifications; 
• Processes Government Mandated Benefits concerns; 
• Prepares 13th month pay schedule; and 

• Implements company retirement plan. 
 

 Training and Development 
• Conducts training needs analysis; 
• Writes training plans; 

• Creates training presentations; and 
• Conducts skills training to CISP employees. 

 
 Performance Management 
• Administers performance appraisal to employees; 

• Reviews performance appraisal report and makes necessary 
recommendations; and 

• Addresses employee performance concerns. 

 
 Labor Relations 

• Ensures company adherence to Labor Standards; 
• Monitors new circulars issued by DOLE particularly those in relation 

with Labor Standards; 

• Implements company grievance procedure;  
• Drafts memorandum to be issued to employees;  
• Assists in solving labor cases; and 

• Conducts exit interviews to retiring/resigning employees. 
 

 Licensing 
• Assists new agents in obtaining their agent’s license;  
• Prepares new agents in their licensing examination; and 

• Renews on an annual basis license of existing agents 
 

Marketing Department 
 

• Reviews literature of assigned marketing project; 

• Studies buying trends, habits and preferences of market;  
• Studies market demographics &  psychographics;  
• Gathers and analyzes data on competing products and determine best 

product mix;  
• Develops new products in collaboration with actuary;   
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• Analyzes and defines product market segment; 
• Recommends market positioning of products; 

• Studies product pricing in cooperation with actuary;   
• Researches feasible marketing strategies fit for the company; 

• Develops Product Presentations; 
• Develops and coordinates marketing collaterals; 
• Ensures maximum market penetration through timely product launching 

and promotion;  
• Ensures that products are properly communicated to various publics; 
• Monitors requests and releases of marketing collaterals; 

• Ensures online presence of products;  
• Updates contents of CISP website to be utilized as marketing tool; 

• Periodically reviews Sales Production of each Product;  
• Prepares Product Sales Report Analysis Quarterly; 
• Conducts and reviews Customer Satisfaction Survey;  

• Prepares Analysis Report on non-renewal of clients with CISP; 
• Processes agents licensing 

• Identifies potential customers within area assigned; 
• Conducts sales presentations; 
• Establishes and maintains good relationship with prospective and 

current customers; 
• Sells insurance products within area assignment;  
• Ensures attainment of the annual target with positive customer 

satisfaction;  
• Addresses customer queries and concerns; and 

• Provides After Sales Service. 
 

Operations Department 

 
Actuarial  and Reinsurance Unit 
 

  Actuarial 
• Conducts actuarial studies and researches on spread of risks, loss rates, 

adequacy of premiums of existing products; 
• Computes for the premium rates of products being developed or for 

special packages and other competitive plans as requested by the 

Marketing and Sales Department; 
• Reviews and approves yearly valuation reports for all products with 

respect to reserve requirements; 
• Coordinates with the Consulting Actuary and Insurance Commission for 

the approval of insurance plans; 

• Computes for retirement plans of CISP employees in coordination with 
the Consulting Actuary; and 

• Reviews and approves reports required by the Insurance Commission. 
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 Reinsurance  
• Encodes members information with loans over 150,000.00; 

• Facilitates coordination with the reinsurer and maintain better business 
relationship; 

• Reports CISP clients for approval of coverage to reinsurer for facultative 
cases; 

• Facilitates Quarterly Reinsurance Report for submission to existing 

reinsurers; and 
• Prepares reports required by the Insurance Commission. 

 

 Others  
• Encodes insurance applications for reserve; 

• Prepares Renewal Notice and Billing of Regular Plans; and 
• Monitors payment of Regular Plans. 

 

Claims Unit 
 

• Directs the processing, investigation, validation and settlement of claims; 
• Sees to it that all claims are fully documented in accordance with 

approved policies, rules and regulations; 

• Develops a recording system for all claims transactions; 
• Coordinates properly with concerned units release of funds for claims 

payment; 

• Formulates legal opinions and recommendations on matters involving 
the proper interpretation and enforcement of IC rules and regulations as 

they relate to insurance claims; 
• Checks accuracy of claims recoveries from reinsurers; 
• Compiles statistics pertaining to claims incurred, reported and settled 

and determines loss experience of the CISP as inputs for policy 
development;  

• Formulates and recommends policies, rules and regulations for better 

claims processing and settlement;  
• Prepares and updates Claims Registry Book; and 

• Prepares reports required by the Insurance Commission. 
 
IT/MIS Unit 

  
• Plans company technology updates; 

• Develops and maintains programs/systems for various units; 
• Maintains and updates CISP website; 
• Monitors Sales Production Reports and assists employees who need said 

data; 
• Designs/layouts IDs, marketing collaterals (such as forms, brochures, 

tarpaulins), etc. 

• Ensures the company’s computer system is adequately protected from 
virus attacks and other internal data-destroying means; 
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• Provides assistance to employees with IT concerns; and 
• Prepares various kinds of reports as requested. 

 
Underwriting Unit 

 
 Underwriting 
• Evaluates the request for proposal from client cooperatives; 

• Processes, evaluates, analyzes and appropriately acts on insurance 
applications; 

• Monitors over payment and under payment; 

• Computes administrative expenses and requests premium refund for 
denied or postponed applications and denied claims (due to 

concealment); 
• Recommends solutions to any problem that may arise in underwriting 

transactions and  telephone inquiries from clients; 

• Prepares Experience Analysis Reports of cooperatives as needed;  
• Submits Quarterly Risk Analysis Reports; and 

• Provides inputs as needed to improve the existing systems and 
procedures of underwriting unit. 

 

 Policy Issuance and Conservation 
• Oversees policy issue and conservation through issuance of premium 

notices and/or reminders to the policyholders; 

• Reviews draft of Memorandum of Agreement with client-cooperatives 
especially the underwriting aspect; 

• Assists the Actuarial and Reinsurance Unit on valuation, pricing, and 
reinsurance by providing the necessary underwriting information; 

• Recommends approval/disapproval of policies for issuance; 

• Prepares and revises policy provisions of various plans as per special 
endorsements duly approved by the Management;  

• Organizes underwriting files and forwards to Administrative and General 

Services Unit; 
• Approves/disapproves Renewal Billing of Premium Due to cooperative 

clients; and  
• Provides Marketing and Sales Units monthly report of cooperatives not 

renewing with CISP. 

 
Audit Unit 

 
To Review and check current policies, guidelines and practices being 
implemented by the company. To develop internal control and to provide 

recommendation to the management.   
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HEAD OFFICE AND AREA OFFICES 
 

 HEAD OFFICE 

 

ADDRESS      : 80 Malakas St. Brgy. Pinyahan, Central District, Quezon City 

TELEPHONE  : (02) 923-0739; (02) 924-0471 
TELEFAX       : (02) 924-0333; (02) 924-0388 

 
 AREA 1 

Area of Operation:  

1. Benguet 
2. Cagayan 
3. Ilocos Norte 

4. Ilocos Sur 
5. Isabela 

6. La Union 
7. Mountain Province 
8. Nueva Vizcaya 

9. Pangasinan 

ADDRESS      : 3/F Boy Construction Bldg. National Highway, Barangay 2, San 

Nicolas, Ilocos Norte 

TELEFAX       : (077) 670-6537 

 

 AREA 2 

Area of Operation:  

1. Aurora 
2. Bataan 

3. Bulacan 
4. Nueva Ecija 
5. Pampanga 

6. Tarlac 
7. Zambales 

ADDRESS           : Guagua MPC, Guagua Public Market 2, Guagua, Pampanga  

                             (Near Municipal Hall)  

TELEFAX            :  (044) 458-1702 
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 AREA 3A 

Area of Operation:  

1. Batangas 

2. Cavite 
3. Laguna 
4. Occidental Mindoro  

5. Oriental Mindoro  
6. Palawan 
7. Quezon 

 AREA 3B 

Area of Operation:  

1. Albay 
2. Camarines Norte 

3. Camarines Sur 
4. Catanduanes 
5. Masbate 

6. Sorsogon 

ADDRESS           : Bichara Commercial Complex I, Gen. Luna St., Naga City, 
Camarines Sur 

TELEFAX            : (054) 473-3311   

 
 AREA 4 

Area of Operation:  

1. Antique 
2. Aklan 

3. Bohol 
4. Capiz 

5. Cebu 
6. Iloilo 
7. Leyte 

8. Negros Occidental 
9. Negros Oriental 

ADDRESS       : No. 0161-1 Villalon Bldg., Gen. Echavez Ext., Cebu City 

TELEFAX        : (032) 239-7629 
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ADDRESS           : Iloilo Christian Reformed Church Bldg., Bonifacio Drive – 

GIF, Iloilo City 

TELEFAX            : (033) 337-9431 

 

ADDRESS           : San Jose MPC Bldg.,Tradetown, Dalipe, San Jose, Antique 

 

 

 AREA 5A 

Area of Operation:  

1. Bukidnon 
2. Camiguin 
3. Misamis Oriental 

4. Misamis Occidental 
5. Zamboanga del Norte 

6. Zamboanga del Sur 

ADDRESS       : G/F Borres Bldg., Tano Del Pilar St., Cagayan De Oro City 

TELEFAX        : (088)-852-4028 

 

 AREA 5B 

Area of Operation:  

1. Agusan del Norte 

2. Agusan del Sur 
3. Dinagat Islands 
4. Surigao del Norte 

5. Surigao del Sur 

ADDRESS           : 2/F Balibrea Bldg. Pili Drive Butuan City 

TELEFAX            : (085) 341-9819 

 
 AREA 6 

Area of Operation:  

1. Compostela Valley 
2. Davao del Norte 
3. Davao Oriental 

4. Davao del Sur 
5. North Cotabato 



 

Cooperative Insurance System of the Philippines Page 20 
 

6. South Cotabato 

ADDRESS       : Door 31-A G.B. Cam Bldg., Monteverde St., Davao City 

TELEFAX        : (082) 225-4705 

 

 AREA 7 

Area of Operation:  

1.NCR 
2.Rizal 

ADDRESS       : 2nd  Floor CISP Bldg. No. 80 Malakas St. Central District  
                         Diliman, Quezon City 

 

TEL NO           : 435-9128; 433-0246 

 

 

HOURS OF OPERATION 
 

The Company is open Mondays thru Fridays from 8:00 am to 5:00 pm. 
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EMPLOYMENT POLICIES 
 
Cooperative Insurance System of the Philippines follows a systematic operating 

procedure to ensure that workforce is composed of highly competent 
individuals whose values and directions are aligned with the cooperative. The 
Management implements hiring of new employees in accordance with the 

Plantilla approved by the Board of Directors.  The Human Resources Unit along 
with the Accounting Unit may initiate, with the approval of the President, 

hiring of contractual employees for only temporary or short periods of time 
even if such positions are not included in the Plantilla. Although hiring 
permanent positions outside the Plantilla entails Personnel committee 

approval. The final decision to hire or not up to the managerial level shall be 
the President’s responsibility. On the other hand, regular appointments of 
Assistant Vice Presidents and Vice Presidents shall be approved by the BOD 

upon the recommendation of the President and Personnel committee. 
Furthermore, the President position shall be determined by having a majority 

vote among the BOD. 
 

RECRUITMENT & SELECTION 
 

The Human Resources Unit shall be responsible for sourcing, screening, 
testing, interviewing and making recommendation for hiring. Unit Heads shall 
be involved in the interviewing and selection of employees for their respective 

units. In all cases, the President’s written approval must be secured before 
finalizing any recruitment process. No job applicant shall be hired without him 

or her undergoing the complete process of written examination, series of 
interviews, pre-employment medical examination, submission of pre-
employment requirements, background verification, job offer, company 

orientation, and one month training.  
 

In the selection process, existing personnel are of priority whenever there is 
vacancy. When nobody qualifies, it is the time the Human Resources Unit 
proceeds to external hiring. The unit may utilize various forms of recruitment 

method to be able to fill up the needed position although recruitment cost 
should be considered very well. 
 

On the other hand, it is important to take note that only job applicants who 
meet the following qualifications will be considered for probationary or regular 

appointments: 
 

- Filipino citizens 

- At least 18 years old 
- College graduates, at least 4-year course (except for Receiving Clerk 

and Messenger) 
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- Computer-literate 
- Can pass prepared company qualifying examination and one month 

training program 
- Can pass pre-employment medical examinations 

- Not a relative of incumbent CISP employees, up to the 3rd degree of 
consanguinity or affinity 

 

No discriminations relative to religion, gender, marital status, regional origin, 
sexual orientation, political beliefs, cultural background or physical disability 
shall be practiced by Management in hiring, retaining and promoting 

employees. 
 

The Human Resources Unit shall utilize various selection methods. First, the 
applicant accomplishes prepared company application form and then proceeds 
to the next step which is the written examination. The said examination is a 

battery of tests that will reveal applicant’s ability in logical reasoning, 
numerical skills, language proficiency, and critical thinking. After which, the 

applicant undergoes series of interviews which includes situational questions, 
behavioral questions, job related questions, and stress interview questions 
from HR Assistant, HR Manager, and Unit Head. Interview as a selection 

method allows a person to narrate past experiences that can be indicative of 
future actions. It is also an opportunity to verify job knowledge of the individual 
and the ability of the individual to be composed when asked of questions that 

tests honesty and integrity. For higher positions, the Management may 
interview the applicants. Following it is the requirement to submit pre-

employment medical exam results and pre-employment requirements so that 
the Human Resources Unit later on shall proceed to background verification.  
 

The pre-employment requirements that should be submitted by an applicant 
prior to actual hiring to CISP are as follows:  
 

 Application Letter 

 Curriculum Vitae or Resume 

 Photocopy of Birth certificate 

 Photocopy of Marriage contract (for married applicants) 

 Photocopy of Diploma 

 Photocopy of Transcript of Records 

 Certificate of Good Moral Character (if fresh graduate) 

 Certificate of Employment (from previous employment) 

 Clearance (from previous employment) 
 NBI Clearance 
 TIN 

 SSS (E1)/GSIS No. 
 HDMF no. (Member Data Form) 
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 Philhealth no. (RF1) 

 Photocopy of PRC License (if necessary for the position) 
 Photocopy of CPA license (if necessary for the position) 
 Copy of Driver’s License (if there is any) 
 Sketch of Residence 

 3 Character Reference (from previous professor/s or employer/s) 
 Pre-Employment Medical Exam Result 

- Physical Examination, Eye Refraction, CBC, X-Ray, Urinalysis, and 
Fecalysis  

 Duly filled-out CISP application form 

 3 pieces 1x1 ID picture 

 3 pieces 2x2 ID picture 

 

Applicants who are not 4 year course graduate shall submit a photocopy of 
their high school diploma and form 135 in lieu of college diploma and 
Transcript of Records. 

 
As the applicant passes the initial steps, a job offer shall be given. The 

applicant shall undergo one month training provided by the company. The one 
month training program is for positions in the underwriting and claims units. 
 

The one month training includes industry knowledge, awareness on company 
products and services, familiarization of functions of different units, learning 

the objectives and functions of the trainee’s unit and practice of what is in the 
job description through coaching. Contract signing will follow after successfully 
completing and passing the training program. Basis of it will be series of 

written examinations (company awareness assessment, industry 
comprehension test, and work knowledge exam) and training evaluation to be 
done by trainee’s mentor and unit head. The trainee during the training period 

shall receive the minimum wage. Full amount of salary is to be given when 
contract signing as contractual or probationary employee is done.  

 
Newly hired employees on managerial level, who have at least ten years of 
managerial experience and at least five years of basic and supervisory 

experience, may be placed on regular status immediately upon employment. 
This is in keeping with the industry practice on compensation, which 

recognizes the premium attached to work experience and expertise. 
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ORIENTATION PROGRAM FOR NEW HIREES 
 
The newly hired contractual or probationary employee shall be given an 

orientation briefing on his or her first day of employment or after successfully 
passing the one-month training program. 
 

The orientation highlights shall cover the following: 
 

-  Organizational background 
-  Administrative policies, rules and regulations 
-  Code of Conduct 

-  Compensation package for the position 
-  Performance appraisal, requirements for regularization  

 
The orientation shall be conducted by the Human Resources Unit. 
 

EMPLOYMENT STATUS 
 

1.AGENCY CONTRACT  
   (General Agency Managers and Financial Advisors) 
 

Marketing agents of CISP known as General Agency Managers and Financial 
Advisors are on an Agency Contract. There is no employer-employee 
relationship. 

 
New marketing agents must be recommended by a General Agency Manager for 

the Human Resources to process its application. Upon approval of applicant’s 
application, he/she is expected to undergo an orientation and training 
(Organizational Background, Insurance 101, and Introduction to CISP 

Products, Underwriting, and Claims). The orientation and training must be 
done within the 1st month from the date his/her application is approved. After 

which, he/she must pass the licensure examination given by the Insurance 
Commission. 
 

A new marketing agent is given six (6) months to prove that he/she can deliver.  
 
The agents are entitled to receive commission from their generated production 

and some benefits (Marketing Allowance for six (6) months, Insurance 
Coverage, and Bereavement Benefit) 
 
2.PART-TIME EMPLOYMENT 

        
CISP hires students to work part time as Student Assistants (SAs). Hired SAs 

in the Head Office do encoding work for CISP Database System and are paid on 
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a per hour basis not to exceed six (6) hours per day. They are supervised by the 
IT/MIS Officer. 

 
Renewal of contract of Student Assistants must be applied before its expiry 

date. SAs are renewed based on their attendance and performance. 

 
3.CONTRACTUAL EMPLOYMENT 
 
An applicant shall be given a contractual employment status for any of the 

following conditions: 
 

1. The position being offered is only temporary in nature, for a specific 

project or short duration. 
 

2. The position is for a temporary reliever for an incumbent on leave. 

 
3. The position is included in the Plantilla but the Management is not quite 

positive on the qualifications of the applicant, or is not so sure whether 
to fill up the vacant position immediately or not. 

 

The contractual employee shall be given the minimum wage in the region, or 
higher if the applicant has previous working experience or above-average 

educational background, but without any allowance.  The salary may be on 
daily or monthly basis. Aside from that, he/she shall be given the legally-
mandated benefits and coverage under the Social Security System, PhilHealth, 

Home Development Mutual Fund, 13th month pay on pro-rated basis, and all 
other statutory benefits. 
 

The employment contract specifies the exact duration of the engagement. 

 
4. PROBATIONARY EMPLOYMENT 

 
An applicant shall be given a probationary employment contract if the position 
to be filled up is included in the approved Plantilla. The probationary 

employment shall never exceed six (6) months. A probationary employee shall 
be given a salary not less than the minimum wage in the region, but not 
necessarily equal to the actual hiring rate for the position. Although he/she 

shall be given the legally-mandated benefits and coverage under the Social 
Security System, PhilHealth, Home Development Mutual Fund, 13th month pay 
on pro-rated basis, and all other statutory benefits. 

 
Before the end of the 5th month of probationary period, a performance 

appraisal shall be conducted by the employee’s immediate superior and Unit 
Head to determine if he/she will be given a regular appointment or not. If 
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his/her performance is considered satisfactory, he/she will be given a regular 
appointment. Regular appointment shall be given only upon approval of the 

Management. In case there is no regular appointment issued, the probationary 
contract automatically expires effective on the date indicated in the contract. 

 
5. REGULARIZATION OF EMPLOYMENT 

 
A probationary employee whose performance appraisal after five (5) months of 

work shows satisfactory ratings shall be given an appointment for regular 
status after the completion of his 5th month of probationary period. Although 

an employee who displays exemplary performance may be regularized even 
before six months period. 
 

A regular appointment may also be given to a contractual employee who has 
rendered not less than 6 months of service and who has received satisfactory 
ratings in a performance appraisal. 

 
A regular employee shall be entitled to the following: 

 

 basic salary equal to the hiring rate for the position or higher pay than the 

hiring rate if the person possesses advanced educational background 

and/or a proven work expertise 
 

 rice allowance (1,500.00 pesos/month) 

 

 laundry allowance (300.00 pesos/month) 

 

 longevity pay (275.00 pesos/month) 

 
 medical cash allowance (125.00 pesos/month) 

 

 office uniform (S/M: 10,000.00/annual; R&F: 7,500.00/annual) 
    *In case total expense for office uniform of each employee is lower than the allotted amount, 

excess amount shall be converted to cash. 

 

 vacation and sick leave credits 

 

 emergency leave credits 

 

 life insurance coverage 
 HMO 
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13th month pay, prorated as per his/her length of service, unless he/she has 

started probationary or contractual employment on the first week of 

January 

 
 all other applicable benefits due to regular employees  

 
TERMS OF EMPLOYMENT 

 
 DAYS AND HOURS OF WORK 

 
The Company observes flexible working hours from Monday to Friday. There is 
no office work on Saturdays, Sundays and Holidays, unless the Management 

requests some or all employees to work overtime due to urgent reasons. 
Employees are expected to notify their immediate superiors and the Human 

Resources Manager before 8:00 am if they will be reporting late to work or two 
hours before their official working hours if they will be absent.  
 

The working hours are as follows: 
 

 7:00 – 4:00 

 8:00 – 5:00 

 9:00 – 6:00 

 
Policies and Procedure for Flex Time are as follows: 

 

POLICIES: 
 
1. No employee shall change his/her scheduled working hours without going 

through the stated procedure below.  
 
2. No change of schedule shall be allowed for less than six (6) months of 

duration. 
 
3. Unit heads have the right to decline requests for change of schedule as long as 

a just reason is provided for having such a decision. 
 
4. Unit heads are given the privilege of determining their working hours on a day 

to day basis on the condition that they too shall render eight (8) hours of work 
each day. It is important to note that maximum time in is 10:00 am. In case 
time in is beyond the said time, the privilege to complete the eight (8) hours 
work is forfeited. The total lost hours and minutes shall be deducted from 
employee’s salary in the next payroll period.  

 
PROCEDURE: 
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1.Employee shall secure a “Work Schedule Form” from the Human Resources 

Unit and fill it out. 
 
2.Then discuss his/her desired schedule with his/her unit head to seek 

recommendation. 
 
3.After which, the employee submits it to the Human Resources Unit. 
 
4.The Human Resources Unit shall review and take note of the desired schedule.  

They will then forward it for the EVP/COO’s approval with their 
recommendation.  

 
Employees who leave their place of work on official or personal purposes shall 
fill-out the Official Business form or Excuse Slip form to be recommended for 

approval by the employee’s Supervisor and/or Manager and for approval by HR 
Manager and EVP/COO or President.   
 

Excuse Slip may only be used for the following reasons: 
 

a.process claim loan proceeds/government documents 
b.do bank transactions 

c.remittance of money through LBC, JRS, etc. (emergency case only) 
d.scheduled check-up 

e.undertime due to sickness 
f.accommodate immediate family member to hospital (emergency case only) 
g.attend Parent-Teacher Conference 

 
For reasons not mentioned above, employee may be allowed to excuse their self 

from work subject to salary deduction. 
 

Employees are excused for a maximum of two hours. In excess of two hours, it 

will already be subject to salary deduction. Supervisors and Managers are 
expected to screen well application for excuse slip and make sound 
recommendations. 

 
Head Office Attendance 

 
Head Office employees’ official time in and time out is based on the Biometrics 
System. In case said device is not working, attendance will be based on the 

security guard’s time sheet.  
 

It is important for employees to take note that they have the responsibility to 
time in and time out using the Biometrics System. Unable to time in and/or 
time out for three times in a month will result to a corresponding corrective 
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measure. Aside from that, timing in and/or timing out for another employee is 
also considered as an offense.  

 
Unproductive utilization of work hours, sleeping on the job, loitering/loafing 

within the official working time, holding unauthorized meetings within the 
premises of the company, entertaining visitors for unreasonable length of time 
to discuss personal matters, making extended phone calls, reporting to work 

under the influence of alcohol or drugs, and work sabotage are actions that will 
not be tolerated by the company and has an equivalent corrective action. 
 

Customer Service Associate (CSA) Attendance 
 

As most of Customer Service Associates are assigned in field offices, they are 
required to submit a copy of their properly accomplished DTR to CISP Head 
Office every 15th and 30th/31st of every month. Aside from the DTR, they must 

also submit a Summary of their Official Business transactions. Non-
submission of above mentioned documents shall constraint CISP to hold their 

salary for a period unless said requirement is already complied. 
 
No Work Policy during Typhoon 

 
If PAG-ASA* declares Signal No. 3 or higher in area where CISP offices are 
located, work shall automatically be suspended. Also when national or local 

government declares no work due to bad weather condition that may endanger 
people’s lives, work shall also be suspended.  

 
In above mentioned cases, employees shall still be entitled to their daily pay. 
But if employee is required to report to work by authorized personnel of CISP 

for a valid reason on the said day, employee shall be entitled to a premium pay 
equivalent to 30% of basic pay. 
 
*PAG-ASA as a general rule must announce its forecast by 4:30 am. 

 
In case area where CISP is located is not affected by flood or typhoon but 
employee’s residence is affected, those affected shall be excused to go to work. 

Employee’s absence shall be deducted in his/her available vacation leave 
credits (if he/she still has any). If there are no available credits anymore, it 

shall be deducted in his/her salary. 
 

 COMPENSATION 

 
CISP will comply at all times with LABOR CODE provisions and all other social 

legislation, to the extent that its financial condition allows, on the granting of 
basic salaries, cost of living allowance, retirement plan, and coverage of 
employees under Social Security System, Philhealth, Home Development 

Mutual Fund, and Bureau of Internal Revenue. 
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CISP will strive to provide compensation and employee benefits above and 

beyond what the law requires, reasonably competitive within its industry and 
within internal budgetary capacity. 

 
Frequency and Mode of Payment 
 

Salary of employees are given two days before the 15th and 30th/31st of the 
month through their company issued ATM. Newly hired employee without 
company issued ATM yet shall receive his/her salary through cheque. 

 
Salary Increase 

 
An inflationary increase every start of the year is given across the board to all 
employees on top of performance merit increase. 

 
 UNDERTIME 

 

The employee must not leave his/her place of work before the designated 
knock-off time. Sudden illness while on duty shall be charged to sick leave 
credits if he/she shall leave office premises beyond two (2) hours. Personal 

emergencies while on duty shall be charged to vacation leave credits if it does 
not qualify as emergency leave. 
 

If the employee has neither sick leave nor vacation leave credits, the undertime 
shall be deducted from his/her salary on the next payroll. 

 

 OVERTIME 

 
Unit heads can request their subordinates to render overtime if there is a sense 

of urgency. Unjustified refusal of subordinate to render emergency overtime as 

provided for under the Labor Code of the Philippines without justified reason 

will result to a corrective action. 

 

 An employee who works for at least one hour in excess of the normal eight (8) 

working hours on ordinary days, or at least one hour on a Saturday, Sunday or 

holiday, shall be paid overtime premium in accordance with the provisions of 

the Labor Code, given that such overtime is approved by the Management 

before it was rendered. 

 
The overtime premium rates are as follows: 

 

 Ordinary days                                     -  25% premium, on top of basic pay 
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 Saturdays, Sundays                            -  30% 

 Special holidays                                  -  30% 

 Legal holidays                                     -100% 

 Special holidays falling on a weekend -  50% 

 Legal holidays falling on a weekend    -160% 

 
Employees can render overtime and receive overtime only if: 1. the employee 

rendered at least eight (8) hours of regular work on ordinary days and 2. the 

employee worked whole day on the day preceding a holiday overtime, or 

completed five (5) days work before a weekend overtime. In case employee did 

not complete the five (5) working days schedule, he/she should be on leave 

with pay. 

 

In addition to that, overtime work on weekend shall be approved only if: 

a.an urgent work is needed to be accomplished by the individual and 
his/her weekday overtime is already exhausted. 

b.an urgent work is needed to be accomplished by the individual as deemed 
by the Senior Management. 

c.a special task is given by the Senior Management to be accomplished on a 
prescribed period. 
 

Keep in mind that only rank and file employees in the Head Office are entitled 
to claim overtime pay. Weekday overtime starts at 5:15 pm while weekend 
overtime must start at 7:00/8:00/9:00 am following the employee’s weekday 

work schedule. 
 

Overtime Pay of Rank and File employees will only be given during the 15th or 
30th of the month. Overtime rendered during the first fifteen days of the month 
will be credited on the payroll released on the 30th/31st.. While overtime 

rendered from sixteen to the thirtieth/thirty-first of the month will be credited 
on the payroll released on the 15th of the succeeding month. 

 
Supervisory and Managerial employees, and everybody in the Area Offices, are 
not entitled to overtime pay. Although Head Office Supervisors are entitled to 

an allowance of P500.00 if they render minimum four hours overtime work 
during weekday or weekend. While managers are entitled to an allowance of 
P700.00 if they render minimum four hours overtime work during weekday or 

weekend.  
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OVERTIME PROCEDURE: 
 

1. Employee shall fill up an Overtime Authorization Slip  (Said overtime is 

recommended by his/her immediate superior) 

2. After completely filling it up and obtaining recommendation, the form 

shall be forwarded to the Human Resources Unit. 

3. The Human Resources Unit shall seek approval from the EVP/COO.  

 

NOTE: The Overtime Authorization Slip must be submitted before 12:00 noon 

on the day the overtime will be rendered or before 12:00 noon of Friday 

if overtime will be rendered on a weekend. 

 

 NIGHT DIFFERENTIAL 

 
Every employee who works from ten o’clock in the evening up to six o’clock in 

the morning shall be paid a night shift differential of ten percent (10%) of 
his/her regular salary for each hour of work performed. 
 

 BREAK PERIODS 

 

The company gives the employees sixty (60) minutes without pay to take 
his/her lunch break. Coffee breaks or rest periods of 15 minutes with pay each 
in the morning (10:00 am) and afternoon (3:00 pm) are also given to all 

employees. Break before and beyond the allowable period of time will mean an 
offense. Leaving company premises during morning and afternoon break is 

prohibited and is also considered as an offense if done without permission. 
 
A rest period of 30 minutes with pay is also given to an employee who works 

overtime beyond 10:00 PM. 
 

 TARDINESS  

 
Tardiness means reporting to work later than the scheduled working time of 

the employee in the morning and/or in the afternoon. 
 
No grace period is allotted in the morning and afternoon. Those who come in 

beyond 8:00 am and 1:00 pm are considered tardy.  
 

Every 15th and 30th/31st of each month, the Human Resources Unit shall 
compute the total hours/minutes lost by an employee due to tardiness and the 
peso equivalent thereof shall be deducted from the employee’s salary in the 

next payroll period. 
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Four (4) or more instances of tardiness totaling 40 minutes or more of time lost 
during any given month shall be considered an offense subject to disciplinary 

action. Three (3) consecutive tardiness or three (3) tardiness in a week is also 
considered an offense subject also to corrective action. Please refer to the 

section on Code of Conduct for the corresponding penalties, from warning to 
dismissal. 
 

Employee who comes in late is expected to fill out the Tardiness slip before 
reporting to his/her position. The said slip is to be submitted to the Human 
Resources Unit. Failure to do so will mean an offense. 

 

 LEAVE OF ABSENCE 

 
1. Absence shall mean when the employee is not physically present in his/her 

place of work for the entire duration of his/her designated daily work 

schedule. 
 

2.  An absence shall be considered as AWOL or absence without leave unless: 
 

       a) a leave of absence has been previously applied for and disapproved; 

 
b) employee went on a vacation leave but did not file it ahead of time; and 

 
c) in case of sickness, where the employee has notified the office after the 

first two (2) hours of the work schedule. 

 
3.  An absence with leave will not be subject to corrective action but shall be  

chargeable against the employee’s earned leave credits. However, if the 

employee’s leave credits are exhausted, or if the employee has not yet 
earned any leave credits, then the absence shall be considered as leave 

without pay, resulting in payroll deduction. 
 
4.  An employee who is absent without permission or fails to notify his/her 

superior or the Human Resources Manager about his/her absence within a 
period of five (5) days shall be considered to have abandoned his/her job to 
the prejudice of the company and therefore steps shall be taken to dismiss 

him/her. 
 

5.  Habitual absence shall mean being absent in any one month period more 
than three (3) days without any justification.  It also refers to absences 
which show a pattern of Monday or Friday sickness of the employee over 

several months within a year. 
 

For purposes of determining habituality, the tardiness and/or absence must 
have occurred within the calendar year. 
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LATERAL TRANSFER 

 
The Management has the prerogative to implement a lateral transfer of any 
employee, regardless of position, rank, status, age, length of service or 

geographical location. This prerogative may be exercised for the good of the 
service and to suit the short-range or long-term strategic goals of the Company. 

The Management may explain but it need not defend itself in making such a 
lateral transfer. 
 

A lateral transfer may or may not entail a salary adjustment.  If the employee is 
transferred to a new position with approximately the same level of 
responsibilities as that of his former position, then there will be no salary 

adjustment. However, if the new position carries with it a significantly higher 
level of responsibility or has greater sensitivity, the Management may approve a 

salary adjustment. The salary adjustment may become effective at least three 
months after the assumption of the new position. 
 

A lateral transfer may be implemented with the affected employee still 
performing all or part of his/her former job responsibilities in a concurrent 

capacity.  The Management shall, after a reasonable period of time, decide if 
the employee is capable of performing both functions effectively and efficiently. 
An employee, who refuses a lateral transfer, or an additional job responsibility, 

may be charged with insubordination resulting in suspension or dismissal. 

 
PROMOTION 
 
The Management implements the merit system in advancing the career of 

deserving employees by way of promotion to higher levels of authority, with 
corresponding increase in compensation. 
 

Employees from supervisor up are expected to continuously expand their 
knowledge by enrolling in Masteral or Doctoral programs related to their 

position or at least attend short courses or extensive seminars. In addition to 
that, they are encouraged to study and pass the exam of LOMA to further 
increase their insurance knowledge. 

 
Promotions shall be earned by the employees themselves, as shown by 

sustained high levels of performance, capacity for higher responsibilities, 
maturity in decision-making, positive attitude towards work and willingness to 
leave his comfort zone. Merit will be given to employees with higher studies and 

wide industry knowledge and exposure. It is important to take note that 
promotion will be based on ability and capacity and not on longevity. 
 

A rank and file level employee may be promoted to supervisory position, or 
managerial level, provided such position exists in the Plantilla.  If no such 
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position exists, the Management may recommend to the Board of Directors the 
creation of such position if it is deemed justified. A supervisory or managerial 

position need not have a subordinate reporting directly to it for such to be 
considered as supervisory or managerial job. 

 
All employees for promotion shall undergo one to three months training for the 
management to see whether the person is fit for the position. In case of 

promotion, the promoted employee may either get the entry level rate for the 
new position, or one or two steps higher if his former rate (prior to the 
promotion) is already at the level of entry rate for the higher position. An 

employee being offered a promotion reserves the right to refuse the intended 
promotion, for whatever personal or professional reason.  When this happens, 

the offer of promotion shall be withdrawn without prejudice to the career of the 
concerned employee. However, the Management also reserves the right to offer 
the intended promotion to another employee if the latter is found qualified for 

the position. 

 
RE-EMPLOYMENT 

 
A former employee may be re-hired by the Company if there is an existing job 
vacancy, as appearing in the approved Plantilla. Said former employee should 

have also displayed exemplary performance during his/her tenure and did not 
receive any disciplinary action.  
 

A re-hired employee can assume his/her former position only if there is no 
incumbent for the said position at the time of his/her re-hiring. Otherwise 

another open slot may be offered to him/her which may or may not be at the 
same level of his/her former position, provided he/she qualifies for the 
position. The re-hired employee shall be considered as an entirely new 

employee insofar as basic salary, benefits, length of service, and all other rights 
and privileges are concerned. This includes being given either the hiring rate or 

Step One rate as starting salary. 
 
If he/she had rendered more than one year of service during his/her original 

employment period, the Management may waive the probationary period if 
he/she is re-hired for the same position. If he/she is re-hired for another 
position, the Management reserves the right to place him/her on probationary 

period anew. 

 
PERSONNEL 201 FILES 

 
The Human Resources Assistant with the guidance of the Human Resources 

Manager shall establish, maintain and continuously update the confidential 
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CISP Personnel 201 Files system. There shall be a 201 File for every employee - 
regular, probationary and contractual – which will contain the following: 

 
FIRST FOLDER 

 
RIGHT SIDE 
 

 Application Letter 

 Curriculum Vitae or Resume (TO BE UPDATED ANNUALLY) 

 Birth certificate 

 Marriage contract (for married applicants) 

 Diploma 

 Transcript of Records 

 Certificate of Good Moral Character (if fresh graduate) 

 Certificate of Employment (from previous employment) 

 Clearance (from previous employment) 
 NBI Clearance 
 TIN 

 SSS (R3)/GSIS No. 
 HDMF no. (Membership Data Form) 
 Philhealth no. (ER2) 

 PRC License (if necessary for the position) 
 CPA license (if necessary for the position) 
 Copy of Driver’s License 
 Sketch of Residence 

 3 Character Reference 
 Pre-Employment Medical Exam Result 
 Duly filled-out application form 

 
LEFT SIDE 

 

 Contract of employment 

 Appointment papers 

 Copies of salary adjustment notices, promotions, transfers, new or 

additional job assignments 

 
When the employee is separated from employment: 

 

 Letter of resignation or application for retirement 

 Acceptance of resignation or retirement 

 Exit Interview Result 

 Exit Clearance 

 Clearance 
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 Computation of separation pay 

 Quitclaim and waiver 

 
SECOND FOLDER 

 
RIGHT SIDE 
 

 Annual Performance Appraisal 

 

LEFT SIDE 
 

 Notice of Disciplinary Action 

 Certificates Received 

 

All employee 201 File record shall be kept in a fire proof cabinet with lock and 
only HR personnel has the authority to open it and do file browsing.  

 
Employees on a yearly basis are expected to submit updated copy of their 
resumes. Aside from that, employee must report to the Human Resources Unit 

any significant changes in personal information such as change of civil status, 
additional dependents (if any), residential address, telephone or cellphone 

numbers, seminars or training programs attended by the employee, 
government examinations passed, foreign travels made if these are work-
related, government positions elected to or appointed to, and any other 

significant events the employee may want to have recorded in his 201 file. Any 
change in name due to change in civil status must be coordinated to the 
Human Resources Unit one month after. Although change on other personal 

information must be reported at most within one week period of time. Failure 
to do so shall result to corrective action. 
 
Copies of vacation leaves, sick leaves and annual medical exams need not be 
kept in the 201 files.  Annual appraisal forms which are more than 3 years old 

need not be kept in the 201 files. These documents can be kept in folders 
separate from the 201 files but must be properly secured just like 201 files for 

future reference. A database of the said files is necessary. 

 
JOB DESCRIPTION 

 
Every employee, from the President down to messengerial level, shall have a 
written, approved job description. The job description shall faithfully capture 

the essence of the job, meaning, the significant elements of the position must 
be clearly, completely and honestly described in detail. 
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No exaggerations or half-truths shall be allowed. The job description must be 
prepared in such a way that anybody who reads it will have a fairly accurate 

and comprehensive knowledge of what the job is all about. 
 

The job description shall be prepared as follows through job analysis: 
 
Prepared by           :  The incumbent employee 

Reviewed by           :  The employee’s Department’s/Unit’s Head 
Validated by           :  Human Resources Manager 
Validated by           :  EVP/COO 

Approved by           :  President 
 

All five signatures must appear at the bottom of the last page of every job 
description. The dates of preparation and approval must likewise appear. In 
case of revision, all five signatures and the date of revision must also be printed 

at the bottom of the page. 
 

In case of a newly created position (that is, there was no incumbent before), the 
Unit Head shall be responsible for creating the initial job description. After a 
period of six months, the incumbent and the Unit Head shall both review and 

update if necessary the initial job description. In both instances, the 
President’s written approval must be secured. 

 
PERFORMANCE MANAGEMENT and PERFORMANCE 
EVALUATION 
 

All probationary and contractual employees being considered for possible 
regularization in the Company shall be subjected to performance appraisal 
before any change of employment status is finalized. 

 
All regular employees, regardless of rank, shall be subjected to semi-annual 

performance appraisal.  This appraisal shall be the basis of any merit increase 
to be given by Management. 
 

A rank and file employee or supervisor shall be appraised by his/her 
immediate superior (direct supervisor or Unit Head), subject to the final 
approval of the President. On the other hand, a Unit Head shall be appraised 

by the President. 
 

The performance appraisal shall be made at the end of the semester. Salary 
adjustment shall be given only upon recommendation of immediate superior 
and approval of Human Resources Manager, EVP/COO, and President based 

on employee’s merits. The salary adjustment if any shall become effective on 
the date specified on the Personnel Action Form. 
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The Human Resources Manager with its staff shall be responsible for 
monitoring the timing of appraisals, the issuance and retrieval of appraisal 

forms, the implementation of pertinent guidelines on appraisal process, and 
the implementation of salary increases or adjustments if any is approved by the 

President. Salary increases of higher positions (senior officers) are subject to 
Board of Director’s approval upon recommendation of President and Personnel 
Committee. The implementation of salary increases shall be coordinated with 

the Accounting Unit.  
 
While performance appraisal is done every semester, performance management 

is done throughout the year. All supervisors and managers handling at least 
one subordinate shall be responsible for effectively managing the year-round 

performance of their staff, constantly adhering to the accepted levels and 
parameters of satisfactory performance. The supervisor or manager should not 
wait for the time of performance appraisal to come before correcting the 

mistakes, below par performance, or negative attitudes of their staff. These 
management actions of control should be done as soon as the symptoms arise. 

 
On the other hand, the supervisors or managers should not also delay the 
giving of recognition or positive reinforcements whenever they observe better-

than-average performance or significant achievements of their respective staff. 
 
 

PERFORMANCE APPRAISAL FORMS 
 

The following are the appraisal forms being used: 
 

1. Appraisal form for rank & files 

2. Appraisal form for office-based supervisors and managers 
 
Each appraisal form must be signed by the following: 

 
1. The appraisee 

2. The employee’s immediate supervisor, if any 
3. The concerned unit head 
4. The Human Resources Manager 

5. The EVP/COO 
6. The President 

 
The President shall forward all approved appraisal forms to the Human 
Resources Manager for implementation of salary adjustment, if any, and for 

safekeeping in the employee 201 file. 
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MERIT SYSTEM 
 
An employee may have additional increase in salary aside from the across-the-

board salary increase (increase due to inflation) depending on how 
satisfactorily he/she has done his/her job, as shown by the results of his/her 
performance appraisal. 

 

One step salary increase for employees whose performance is rated as Above-

average in their Performance Appraisal. While two steps salary increase for 

employees whose performance is rated as Outstanding. 

 

General Average (Appraisee’s Total Score * 40% + Appraiser’s Total Score * 60%) 

 Outstanding              - 96 - 100 
 Above Average           - 89 - 95 
 Average                     - 81 - 88 
 Needs Improvement   - 75 - 80 
 Poor                          - Below 75 

 
In case of serious disagreement between an employee and his/her superior or 

Unit Head on the outcome of performance appraisal, the arbiter of the dispute 
shall be the President whose decision shall be deemed final. 

Other Merit Increases 
 

 LOMA  

1.) Earned a fellow designation                         —  5,000.00 pesos 

2.) Earned an associate designation                  —  3,000.00 pesos 
3.) Obtained a 95%-100% score                        —  1,000.00 pesos 

 

If in any case the employee-enrollee earned a designation and at the same 

time obtained a score of 95%-100%, the highest monetary bonus shall 
prevail.  

 

 Graduate Studies  

 
1.) Masteral Degree (Non-Thesis)   —   3,000.00 pesos 
2.) Masteral Degree (With Thesis)  —   5,000.00 pesos 

3.) Doctoral Degree (Non-Thesis)   —   7,000.00 pesos 
4.) Doctoral Degree (With Thesis)  —   9,000.00 pesos 

5.) Post Graduate Studies             — 12,000.00 pesos 
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 Trainings with written examinations 

 

An employee who attends training with a written examination and passed the 
exam with a grade of 90% and higher shall be entitled to receive a 1,000.00 

pesos bonus. 
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BENEFITS PROGRAM 
 
 
EMPLOYEES 
 
BENEFITS ACCORDING TO LAW 
 
A.GOVERNMENT MANDATED BENEFITS 

 
 Social Security System (SSS) 

 

All employees are automatically covered by SSS. Their monthly contributions to 
the SSS are deducted from their salaries for automatic remittance to the SSS 

every month.  
 
The following SSS benefits may be availed of, subject to SSS policies, rules and 

regulations: 
 

 SALARY LOAN 

 
A cash loan granted to an employed, currently paying self-employed or 

voluntary member. It is intended to meet the member’s short term credit needs. 
 

 SICKNESS  

 
A daily cash allowance paid for a number of days a member is unable to work 

due to sickness or injury. 
 

The amount of the member’s daily Sickness allowance is equivalent to ninety 
percent (90%) of his average daily salary credit. The Sickness Benefit is granted 
up to a maximum of 120 days in one calendar year. 

 

 MATERNITY  

 
A daily cash allowance granted to a female member who is unable to work due 
to childbirth or miscarriage. 

 
The amount of the daily Maternity Benefits allowance is equivalent to one 
hundred percent (100%) of her average daily salary credit multiplied by sixty 

(60) in case of normal delivery or miscarriage, or 78 days for caesarian section 
delivery . The Maternity Benefits is granted up to the first four (4) deliveries 

or miscarriage only.   
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 DISABILITY  

 

A cash benefit granted – either as a monthly pension or a lump sum amount – 
to a member who becomes permanently disabled either partially or totally. 

 
If qualified, the member is granted a monthly disability pension plus a 
Php500.00 monthly supplemental allowance. The lowest monthly disability 

pension is Php1,000.00 if the member has less than ten (10) credited years of 
service (CYS); Php1,200 if with at least 10 CYS and P2400 if with at least 20 

CYS.  
 

 RETIREMENT 

 
A cash benefit granted –either as a monthly pension or a lump sum amount- to 

a member who can no longer work due to old age. 
 
If qualified, the member is granted a monthly retirement pension, plus 13th 

month pension payable every December. 
 
If the member has dependent minor children, they are given a dependent’s 

pension equivalent to (10%) ten percent of the member’s monthly pension or 
Php250.00, whichever is higher. Only five (5) minor children, beginning from 

the youngest, are entitled to dependent’s pension, substitution is allowed; The 
lowest monthly Retirement Pension is Php1,200.00 if the member has 120 
monthly contributions or with at least ten (10) credited years of service (CYS); 

P2,400 if with at least 20 CYS. 
 

 DEATH  

 
A cash benefit granted –either as a monthly pension or a lump sum amount-to 

the beneficiaries of a deceased member. 
 

If qualified, the member’s primary beneficiary is granted a monthly death 
pension, plus a 13th month pension payable every December; If the member 
has dependent minor children, they are given a dependents pension equivalent 

to ten percent (10%) of the primary beneficiary’s monthly pension or 
Php250.00, whichever is higher. Only five (5) minor are entitled to dependent’s 
pension, no substitution is allowed; The lowest monthly death pension is 

Php1,000.00 if the member has less than ten (10) credited years of service 
(CYS); Php1,200.00 if with at least 10 CYS; and Php2,400.00 if with at least 20 

CYS. 
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 FUNERAL  

 

A cash benefit given to whoever paid for the burial expenses of the deceased 
member. 

 
The Funeral Grant amounts Php20,000.00. 
 

 EMPLOYEES’ COMPENSATION PROGRAM 

 

The EC program aims to assist those who suffer from work – connected 
sickness or injury resulting in disability or death. Starting June 1984, the 
benefits under the EC program may be enjoyed simultaneously under the 

Social Security program, thus allowing double compensation for covered 
members who suffer work-related contingencies. All SSS registered employees 

and their employees are compulsory covered under the EC Program. Employers 
and employees registered under the SSS need not register again under the EC. 
 

 HDMF 

 

All employees are automatically covered by the PAG-IBIG FUND, with monthly 
contributions to the Fund made thru salary deductions. Just like SSS 
membership, this is compulsory for all. 

 
The employee contributes a maximum of Php 100.00 every month to the PAG-
IBIG FUND and the CISP Management contributes another Php 100.00 to the 

Fund as a counterpart contribution. An employee therefore virtually saves Php 
200.00 every month. 

 
Below are the benefits offered by PAG-BIG Fund: 
 

 MULTI PURPOSE LOAN 

 

Borrower Eligibility 
 
New Loan  

1. With at least twenty-four (24) monthly contributions. 
2. An active member at the time of loan application, with at least five (5) 

monthly contributions for the last six (6) months. 

3. Member-applicant’s net take home pay shall not fall below the minimum 
requirement of the General Appropriations Act (GAA) or company policy, 
whichever is applicable. 

4. If with existing calamity loan, a member shall be allowed to avail of the MPL 
only after payment of at least six (6) monthly amortizations. The 
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outstanding balance, together with any accrued interests, penalties and 
charges, shall be deducted from the proceeds of the MPL. 

Loan Renewal  

1. With payment of at least six (6) monthly amortizations. The outstanding 
balance, together with any accumulated interests, penalties and charges, 
shall be deducted from the proceeds of the new loan. 

2. An active member at the time of loan application, with at least five (5) 
monthly contributions for the last six (6) months. 

3. Member-applicant’s net take home pay shall not fall below the minimum 

requirement of the General Appropriations Act (GAA) or company policy, 
whichever is applicable. 

 PROVIDENT BENEFIT CLAIM 

1. Membership maturity. The member must have remitted at least 240 
monthly membership contributions with the Fund. 

2. Retirement. The member shall be compulsorily retired upon reaching age 

65. He may however, opt to retire upon the occurrence of any of the 
following: 

 Actual retirement from the SSS, the GSIS or a separate employer 
provident/retirement plan, provided the member has at least reached age 

45. 
 Upon reaching age 60. 

3.  Permanent and Total Disability or Insanity. The following disabilities 

shall be deemed total and permanent: 

 Temporary total disability lasting continuously for more than 120 days; 
 Complete loss of sight of both eyes; 
 Loss of two limbs at or over the ankle or wrist; 

 Permanent complete paralysis of two limbs; 
 Brain injury resulting in incurable imbecility or insanity; and 
 Such other cases which are adjudged to be total and permanent disability 

by a duly licensed physician and approved by the Board of Trustees. 

4. Separation from the service due to health reason 

5. Permanent departure from the country 

6. Death. In case of death, the Fund benefits shall be divided among the 
member’s legal heirs in accordance with the New Civil Code as amended by 

the New Family Code. 
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 HOUSING LOAN  

 

Housing Loan Availment   This housing loan program grants opportunities to 
Pag-IBIG Fund members to avail of housing loans to finance any one or a 

combination of the following:  

1. Purchase of a fully developed lot not exceeding 1,000 square meters, which 
should be within a residential area;  

2. Purchase of a residential house and lot, townhouse or condominium unit, 

inclusive of a parking slot, which may be: 

*Old or brand new;  

* A property mortgaged with the Fund; or  

* An acquired asset, which is disposed of through sealed public bidding, 
negotiated sale, the Rent-to-Own Program, or the “Magaang Pabahay, 

Disenteng Buhay” Program.  

3. Construction or completion of a residential unit on a lot owned by the 
member; 

4. Home improvement, i.e. any alteration in an existing residential unit 
intended by a homeowner to be a permanent integral part thereof, which 
will enhance its durability and material value;  

5. Refinancing of an existing mortgage with an institution acceptable to the 
Fund, provided that:  

* The loan is not in default within 12 months prior to the date of       

application;  

* The said loan has a repayment history of at least two (2) years with the 
original mortgagee 

6. Combination of loan purposes, which shall be limited to the following: 

* Purchase of a fully developed lot not exceeding 1,000 square meters and 

construction    of a residential unit thereon; 

* Purchase of a residential unit, whether old or new, with home 
improvement;  

* Refinancing of an existing mortgage with home improvement;  

* Refinancing of an existing mortgage, specifically a lot loan, with 
construction of a residential unit thereon.  
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An employee will get his entire, lifetime contributions and those of his present 
and former employers’ contributions, plus the entire annual dividends share, 

upon occurrence of any of the following events whichever comes first: 
 

1. Membership term maturity (20 years) 
2. Death 
3. Retirement at age 60 

4. Permanent total disability 
5. Permanent departure from the country 

 

Just like in SSS membership, the PAG-IBIG Fund membership carries total 
portability. This means that an employee who transfers from one company to 

another retains in his name the total contributions made by him and by his 
previous employers. 
 

The law provides that at least SEVENTY PERCENT (70%) of the net income of 
the Fund every year shall be distributed as dividends to all Fund members. 

These are automatically credit to the employee members every year. 
 

 PHILHEALTH 

 
All employees are automatically covered by PHILHEALTH. Their monthly 
contributions to PHILHEALTH are deducted from their salaries for automatic 
remittance to PHILHEALTH every month.  

 
PhilHealth provides subsidy for room and board, drugs and medicines, 
laboratories, operating room and professional fees for confinements of not less 

than 24 hours. Please refer to the table of rate ceilings/maximum allowances 
for inpatient coverage.  

Revised inpatient care benefits 

The following are the maximum allowances or ceilings to be applied per single 
period of confinement** effective April 5, 2009 admissions onwards. 

http://www.philhealth.gov.ph/members/employed/benefits_table.htm
http://www.philhealth.gov.ph/members/employed/benefits_table.htm
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* Not to exceed 45 days for each calendar year. 
** Refers to a confinement or series of confinements of the same illness not 
separated from each other by 90 days within a calendar year. In this case, a 
member or beneficiary is not entitled to another set of benefits until after 90 
days. They can only avail of the unused portion of the benefits and the room and 
board fees until the 45 days allowance is exhausted. 

However, a member can avail of new set of benefits if succeeding confinements 
are of different illness or condition. 

OUT PATIENT COVERAGE  
 

Day surgeries, dialysis and cancer treatment procedures such as 
chemotheraphy and radiotheraphy in accredited hospitals and free-standing 
clinics.  

Special benefit packages: 

 Coverage for up to the fourth normal delivery 
 Newborn Care Package 
 TB treatment through DOTS 

 SARS and Avian Influenza Package 
 Influenza A (H1N1) Package 

http://www.philhealth.gov.ph/members/employed/nsd_benefits.htm
http://www.philhealth.gov.ph/members/employed/ncp_benefits.htm
http://www.philhealth.gov.ph/members/employed/tbdots_benefits.htm
http://www.philhealth.gov.ph/members/employed/sarsnavian_benefits.htm
http://www.philhealth.gov.ph/members/employed/ah1n1_benefits.htm
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SPECIAL BENEFIT PACKAGES 

Coverage for normal spontaneous deliveries 

PhilHealth provides compensation for uncomplicated normal spontaneous 
delivery or NSD of the first four births done either in hospital or non-hospital 
settings. 

For deliveries in hospital facilities - subsidy shall be broken down as follows: 

SERVICES COVERAGE 

Hospital charges which includes 

room and board; drugs and medicines; 
laboratory, supplies and other 
ancillary procedures; labor room, 

delivery room and recovery rooms; 
other medically-necessary charges for 

delivery and postpartum care. 

Php 2,500.00 

Professional fees for delivery services, 

immediate post-partum care and 
counseling for reproductive health, 
breastfeeding and newborn care. 

Php 2,500.00 

Prenatal services for reimbursement 
of member’s prenatal expenses prior to 

confinement which may include drugs 
and medicines, laboratory tests and 
ancillary procedures, tetanus 

immunization, and consultations 
supported by official receipts. 

Php 1,500.00 

TOTAL Php 6,500.00 

For deliveries in non-hospital facilities a comprehensive package consisting 
of maternal and childcare services are offered under the Maternity Care 

Package. 

SERVICES COVERAGE 

Facility and professional fees which 

cover charges for PF (delivery, 
postpartum care, and counseling for 

reproductive health, breast feeding 
and newborn screening); room and 
board; drugs and medicines; 

laboratory, supplies and other 
ancillary procedures; labor, delivery 
and recovery rooms; and other 

Php 5,000 



 

Cooperative Insurance System of the Philippines Page 51 
 

medically necessary charges for 

delivery and postpartum care. 

Prenatal services to be reimbursed to 
the member for prenatal expenses 

prior to confinement. May cover 
essential drugs and medicines, 

laboratory tests and ancillary 
procedures, tetanus immunization, 
and PF for consultations supported by 

official receipts. 

Php 1,500 

TOTAL Php 6,500.00 

Additional information: 

Providers Duly accredited lying-in clinics, birthing homes or 

midwife-managed clinics. 

Eligibility Payment of at least three (3) monthly premium 

contributions within the immediate six (6) months 
prior to confinement 

Exclusions - NSD of the fifth and subsequent births. 
- Maternal age of less than 19 years. 

- First pregnancy of patients aged 35 years  
    and older. 
- Multiple pregnancies 

- Ovarian abnormalities (ovarian cyst) 
- Uterine abnormalities (myoma uteri) 
- Placental abnormalities (placenta   

     previa) 
- Abnormal fetal presentations (breech) 

- History of three or more 
miscarriages/abortions 

- History of one stillbirth 

- History of major obstetric and/or 
gynecologic operation (cesarian section, 

uterine myomectomy). 
- History of medical conditions such as 

hypertension, pre-eclampsia, eclampsia, 

heart disease, diabetes, thyroid disorder, 
morbid obesity, moderate to severe 
asthma, epilepsy, renal disease, bleeding 

disorders. 
- Other risk factors that may arise during 

present pregnancy (e.g. premature 
contractions and vaginal bleeding) that 
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warrants a referral for further 
management.  

Other 
conditions 

Pregnancies resulting to abortion are not covered 
by the limitation of coverage of vaginal deliveries of 

the first four births. 

NEW BORN PACKAGE  

Part of PhilHealth's commitment to bringing healthy babies who will be 

tomorrow's nation builders is the Newborn Care Package. 

Amount of coverage Php 1,000.00 

Services included - Eye prophylaxis, umbilical cord care, Vitamin K,               

thermal care, administration of BCG vaccine and 
resuscitation of the newborn (Php 250.00) 

- First dose of Hepatitis B immunization (Php 250.00) 
- Newborn screening tests (Php 500.00) 

Providers Duly accredited hospitals and non-hospital facilities 
(such as lying-in clinics, midwife-managed clinics, 

birthing homes, rural health units, ambulatory surgical 
clinics and other analogous health facilities) with DOH or 

NSRC certified newborn screening facility. 

Eligibility Newborn-dependent/s even if delivery is not covered by 

PhilHealth (i.e., fifth and subsequent normal deliveries) 

Other Conditions Only claims with Newborn Screening Test done between 

24-36 hours from complete delivery of the newborn shall 
be compensated. However, for newborns placed in 
intensive care to ensure survival, premature and sick 

newborns may be exempted from the 3-day requirement 
but should be tested within seven days of age. 
 

Room and board not compensated but one day shall be 
charged against the 45-days allowance for room and 

board for dependents. 
 
Newborns/neonates admitted/confined due to other 

conditions or illnesses may avail of other benefits 
(including room and board) based on case/type of illness. 
Claims for said confinement should also include 

applicable newborn care services provided for in the 
package and shall not be considered a separate benefit. 
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DOTS TB TREATMENT THROUGH DOTS 

Treatment of new cases of pulmonary and extra-pulmonary tuberculosis in 
children and adults are covered through the Directly Observed Treatment 

Shortcourse or DOTS, the shortest and most effective internationally accepted 
treatment protocol for TB. 

Amount of coverage Php 4,000.00 

Services included Diagnostic work-up, consultation services and anti-TB 
drugs required in an outpatient set-up. 

Providers Duly accredited TB-DOTS Centers  
(available in the Philippines only) 

Eligibility New cases only, i.e., patient has never had treatment for 
TB or who has taken anti-TB drugs for less than one 

month. 

Payment of at least three (3) months premiums within the 
immediate six (6) months prior to enrolment at TB-DOTS 
Center. 

Exclusions Failure cases - a patient who, on previous treatment, is 
sputum smear positive at five months or later during the 

course of treatment. 

Relapse case - a patient previously treated for TB who 
has been declared cured or treatment completed, and is 

diagnosed with bacteriologically positive (smear or culture) 
TB. 

Return after default (RAD) cases - a patient who 
returns to treatment with positive bacteriology (smear of 

culture) following interruption of treatment for two 
months or more. 

Other Conditions Additional services rendered or extension of treatment 
shall not be covered. 

Premium payments must be continued for the duration of 

the treatment. 

Qualified Dependents 

The following also enjoy PhilHealth coverage without additional premiums for 

each qualified dependent: 

 Legal spouse (non-member or membership is inactive) 
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 Child/ren - legitimate, legitimated, acknowledged and illegitimate (as 
appearing in birth certificate) adopted or step below 21 years of age, 

unmarried and unemployed. Also covered are child/ren 21 years old or 
above but suffering from congenital disability, either physical or mental, 

or any disability acquired that renders them totally dependent on the 
member for support. 

 Parents (non-members or membership is inactive) who are 60 years old, 

including stepparents (biological parents already deceased) and adoptive 
parents (with adoption papers). 

All your qualified dependents are entitled to a separate coverage of up to 45 
days per calendar year. However, their 45 days allowance will be shared among 
them. 

Important: 

Your dependents need to be declared and/or updated with PhilHealth to 
include them in your Member Data Record or MDR, your official 

membership profile with PhilHealth. Your updated MDR will make your 
benefit availments easier and convenient.  

B.HOLIDAY PAY 
 
All employees, regardless of employment status (regular, probationary, 

contractual), shall receive full salary during legal holidays as enumerated 
hereunder: 
 

 New Year’s Day ……………………………………. January 1 

 Araw ng Kagitingan ……………………………… April 9 

 Maundy Thursday ……………………………….. movable date 

 Good Friday ……………………………………….. movable date 

 Labor Day ………………………………………….. May 1 

 Independence Day ……………………………….. June 12 

 National Heroes Day …………………………….. last Monday of August 

 Bonifacio Day ……………………………………… November 30 

 Eidul Fitr …………………………………………… movable date 

 Eidul Adha …………………………………………. movable date 

 Christmas Day ……………………………………. December 25 

 Rizal Day …………………………………………… December 30 

 National Election/Referendum Day/s 

 

All employees are entitled to full salary during special holidays such as Black 
Saturday, Ninoy Aquino Day (August 21), All Saints Day (November 1),  last day 
of the year (December 31), and any other special holiday as may be declared by 

the President of the Philippines. 
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All employees are also entitled to full salary during local holidays but it is 
limited to one local holiday per year. In excess of one, the work, no pay rule 

shall apply. 
 

Any regular employee who is absent or goes on leave without pay or AWOL on 
the day immediately preceding a legal holiday legal holiday shall forfeit his/her 
holiday pay. 

 
C.THIRTEENTH (13th) MONTH PAY 
 
All employees, regardless of rank and employment status, shall be given a 13th 
Month Pay. 

 
The 13th month pay shall be given in two equal installments, as follows: 
 

a) the first half      – on or before May 15th 
b) the second half  – on or before December 15th 

 
The 13th month pay shall be equal to an employee’s one month basic salary, 
provided the employee has rendered at least twelve (12) months service as of 

the end of December. The period of contractual and/or probationary 
employment shall be included in counting the twelve months of service. 

 
An employee with less than twelve months of service shall be given a pro-rated 
13th month pay, computed at the rate of one-twelfth (1/12th) of one month 

basic salary for every month of service. In instance that there is change of 
salary within the calendar year, the computation will be as follows: 
 

 

Given: Previous salary from January to March 2011   :  10,000.00 
           New salary from April to December 2011          :  12,000.00 
 
Computation of 13th month pay 
 
May 15, 2011 (1/2 of 13th month pay) 
 
10,000.00 * 3 months / 12 = 2,500.00 
12,000.00 * 3 months / 12 = 3,000.00 
                                           5,500.00 
 
December 15, 2011 (1/2 of 13th month pay) 
 

12,000.00 * 6 months /12 = 6,000.00 

 
A newly hired employee whose status is non-regular shall be given his 13th 
month pay in December. 
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An employee who has resigned at any time before the time for payment of the 
13th month pay is entitled to this monetary benefit in proportion to the length 

of time he worked during the year, reckoned from the time he/she started 
working during the calendar year up to the time of his/her resignation from the 

service.  

 
D.MATERNITY LEAVE (RA 1161, as amended by RA 8282) 

 
A female employee shall be given maternity leave in accordance with the 
maternity benefits, and under certain conditions, provided by the SSS. 
 

1. Maternity leave shall be paid in advance by the Company only for the first 
four (4) deliveries. 

 

The Company shall grant to an eligible female employee who has rendered 
at least six (6) months of service a maternity leave of sixty (60) calendar 

days in case of normal delivery or miscarriage, or seventy-eight (78) 
calendar days in case of caesarean delivery. 

 

2. Application of maternity benefit: 
 

a.The female employee must notify the SSS through CISP by filing an official 
Maternity Notification Form. 

 

b.The form shall be filed with Human Resource Unit and supported by a 
medical certificate stating the estimated date of delivery and other 
documents required by SSS. 

 
c.The female employee who goes on maternity leave is expected to report to 

work immediately after the end of her maternity leave.  Failure to do so 
shall be subject to disciplinary action. 

 

3. Manner of payment of benefit: 
 

a. The female employee entitled to maternity benefit shall receive the benefit 

based on her average daily salary credit per the SSS schedule. 
b. The Company shall advance the payment of her benefit within thirty (30) 

days prior to the expected date of delivery upon submission of all 
necessary requirements. 

c. In case the employee is entitled to Rice Allowance, Laundry Allowance, 

Medical Cash Allowance, Longevity Pay, and RATA, said allowances shall 
be given along with the advance payment of employee’s SSS maternity 

benefit. The allowances are good for the number of days the employee 
will be on leave. 
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4.Extension of Maternity Leave 
 

a. A female employee may extend her maternity leave on account of an 
illness medically certified to arise out of the pregnancy, delivery or 

miscarriage which renders the woman unfit for work. 
 
b. Extension may be charged against unused leave credits of the female 

employee.  If leave credits are exhausted, the employee may apply for 
SSS sick leave benefits if she could qualify for it. Otherwise the extension 
of leave will be on without pay basis. 

 
5. The maternity leave benefit, like other benefits granted by the Social Security 

System (SSS), is granted to employees in lieu of wages.  
 

6. Maternity leave cannot be accumulated and is not convertible to cash. 

 
7. Upon return to work, employee is expected to submit all required documents 

by SSS within one month for the company to be able to reimburse. If 
employee fails to submit required documents within the prescribed period, 
payment given to her in advance shall be deducted from her salary and she 

will be the one to process collecting from SSS.   

 
E.LEAVE FOR VICTIMS OF VIOLENCE AGAINST WOMEN AND THEIR 

CHILDREN (RA 9262) 

 
Female employees who are victims as defined in RA 9262 shall be entitled to 

the paid leave benefit. The qualified victim-employee shall be entitled to a leave 
of up to ten (10) working days with full pay, consisting of basic salary and 
mandatory allowances fixed by Regional Wage Board, if any. The leave benefit 

shall cover the days the female employee has to attend to medical and legal 
concerns. The said leave shall be extended when the need arises, as specified 

in the protection order issued by the barangay or the court.  
 
To be entitled to the leave benefit, the only requirement is for the victim-

employee to present to her employer a certification from the Punong Barangay 
(barangay chairman) or barangay kagawad ( barangay councilor) or prosecutor 
or the Clerk of Court, as the case may be, that an action relative to the matter 

is pending. 

 
The usage of the ten-day leave shall be at the option of the female employee. In 

the event that the leave benefit is not availed of, it shall not be convertible to 
cash and shall not be cumulative. 
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F.SPECIAL LEAVE BENEFITS FOR WOMEN (RA 9710) 

 
A female employee is entitled to a special leave of maximum of two (2) months 
(equivalent to 60 calendar days) with full pay based on gross monthly 

compensation if she undergoes a surgery caused by gynecological disorder 
provided they have rendered continuous aggregate employment service of at 

least six (6) months for the last twelve (12) months.  
 
For purposes of determining the period of leave with pay that will be allowed to 

a woman employee, the certification of a competent physician as to the 
required period of recuperation shall be controlling. 

 
A woman employee can avail of the special leave benefit for every instance of 
surgery due to gynecological disorder for a maximum total period of two (2) 

months per year. 
 
The employer, in its discretion, may allow said employee to receive her pay for 

the period covered by the approved leave before or during surgery. The 
computation of her pay shall be based on her prevailing salary at the time of 

the surgery. 

 
G.PATERNITY LEAVE (RA 8187) 

 
Paternity leave shall apply to the first four (4) deliveries of the employees’ lawful 
wife with whom he is cohabiting. The paternity leave shall be for seven (7) 
working days with full pay, consisting of basic salary and mandatory 

allowances fixed by Regional Wage Board, if any, provided that his pay shall 
not be less than the mandated minimum wage.   

 
The male employee who intends to use this benefit must submit to the Human 
Resources Unit the following: 

 
a) Application for Paternity Leave 
b) Medical certificate stating the pregnancy of his spouse and the probable 

    date of delivery. 
c) Copy of his Marriage Contract, unless one had not been submitted before. 

d) At the end of his Paternity Leave, he must submit a copy of the child’s 
birth certificate (or medical certificate, in case of miscarriage). 

 

The said leave can be used one month before or after the employee’s wife gives 
birth. 

 
The male employee must report to work immediately after the end of his 
Paternity Leave. Failure to do so will subject him to disciplinary measure, 

unless he applies - and receives approval - for extension of his leave. Said 
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extension will be charged to his vacation leave credits, if any. Otherwise, the 
extension of leave will be on without pay basis. 

 
In the event that the paternity leave is not availed of, it shall not be convertible 

to cash and shall not be cumulative. 

 

H.PARENTAL LEAVE FOR SOLO PARENTS (RA 8972) 
 
Parental leave shall mean leave benefits granted to a solo parent to enable 
him/her to perform parental duties or responsibilities where physical presence 

is required. The parental leave, in addition to leave privileges under existing 
laws, shall be seven (7) work days every year, with full pay, consisting of basic 
salary and mandatory allowances fixed by the National Wage Board, if any, 

provided that his/her pay shall not be less than the mandated minimum wage. 
In the event the parental leave is not availed of, it shall not be convertible to 

cash and shall not be cumulative. 
 
Parental leave for solo parents is granted to any solo parent or individual who 

is left alone with the responsibility of parenthood due to: 
 
1. Giving birth as a result of rape or, as used by the law, other crimes against 

chastity; 
2. Death of spouse; 

3. Spouse is detained or is serving sentence for a criminal conviction for at 
least one year; 

4. Physical and/or mental incapacity of spouse as certified by a public medical 

practitioner; 
5. Legal separation or de facto separation from spouse for at least one (1) year: 

Provided he/she is entrusted with the custody of the children; 

6. Declaration of nullity or annulment of marriage as decreed by a court or by a 
church: Provided he/she is entrusted with the custody of the children; 

7. Abandonment of spouse for at least one year; 
8. Unmarried father/mother who has preferred to keep and rear his/her 

child/children, instead of having others care for them or give them up to a 

welfare institution; 
9. Any other person who solely provides parental care and support to a child or 

children: Provided he/she is duly licensed as a foster parent by the 
Department of Social Welfare and Development (DSWD) or duly appointed 
legal guardian by the court; and 

10. Any family member who assumes the responsibility of head of family as a 
result of the death, abandonment, disappearance, or prolonged absence of 
the parents or solo parent: Provided that such abandonment, 

disappearance, or prolonged absence lasts for at least one year. 
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Employees may avail of this benefit provided that: 
 

1. He/she has rendered at least one (1) year of service, six months of which in 
a regular status; 

2. He/she has notified the company through writing (letter of intent) that 
he/she will avail himself/herself of it, within a reasonable period of time 
(one week); 

3. He/she has presented a Solo Parent Identification Card, which may be 
obtained from the DSWD office of the city or municipality where he/she 
resides. 

 
A change in the status or circumstance in the parent claiming the benefit 

under the law, such that he/she is no longer left alone with the responsibility 
of parenthood, shall terminate his/her eligibility for this benefit. 

 
B.BENEFITS ACCORDING TO CISP PROVISION 
 
A.RICE ALLOWANCE, LAUNDRY ALLOWANCE, MEDICAL CASH 

ALLOWANCE, AND LONGEVITY PAY 

 
All employees regardless of status shall receive monthly a rice allowance, 
laundry allowance, medical cash allowance, and longevity pay amounting to 

1,500.00 pesos, 300.00 pesos, 125.00 pesos, and 275.00 pesos respectively.  
 

Contractual and probationary employees, consultants, retained legal counsel, 
the Corporate Secretary, and all other persons are not entitled to above 
mentioned allowances. 

 
The rice allowance, laundry allowance, medical cash allowance, and longevity 
pay shall not be considered in computing an employee’s overtime pay, 

commutation of vacation and sick leave credits, and all other benefits based 
purely on the employee’s basic salary. 

 
Employees on approved vacation leave, sick leave, maternity leave, special 
leave benefits for women, leave for victims of violence against women and their 

children, paternity leave, and parental solo leave shall continue to be entitled 
to rice allowance, laundry allowance, medical cash allowance, and longevity 

pay.  

 
B.REPRESENTATION AND TRANSPORTATION ALLOWANCE (RATA) 

 
Supervisors, Managers and Senior Officers are entitled to receive 
Representation Allowance and Transportation Allowance (RATA) monthly. RATA 
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is 5,000.00 pesos, 7,500.00 pesos, and 10,000.00 pesos respectively subject to 
liquidation. 

 
Employees on approved vacation leave, sick leave, maternity leave, special 

leave benefits for women, leave for victims of violence against women and their 
children, paternity leave, and parental solo leave shall continue to be entitled 
to receive their RATA.  

 
C.PRODUCTIVITY INCENTIVE BONUS 
 
All regular employees are given productivity incentive bonus following the 

computation below if production target for the quarter is met.  
 
Net Premium Remittance for the Quarter x .01 = N (to be distributed among employees) 

 

Note: Productivity Incentive Bonus is pro-rated from date of regularization. 

 
D.DISCRETIONARY BONUS 
 

A discretionary bonus may be given to regular employees subject to the 
following conditions: 

 
1. The Board of Directors has approved, upon the recommendation of the 

President, the granting of said bonus. 

 
2. The financial condition of the Cooperative, with assured profitability for the 

current year, shall be the determining factor for the President to make 
his/her recommendation. 

 

3. The amount and timing of release of the bonus shall be at the discretion of 
the Board of Directors, as recommended by the President. 

 

4. The Accountant and the Internal Auditor shall submit to the President a 
joint certification on the level of profitability of the Cooperative. 

 
5. All employees are entitled to the discretionary bonus. Regular employees 

with less than one year of service and non-regular employees will have pro-

rated benefit.  
 
6. The Board of Directors has the authority to approve the granting of 

discretionary bonus, subject to the condition stated on item no. 2 above, to 
any or all of the following: 

 
a) the members of the Board of Directors 
b) the Corporate Secretary 
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Note: Discretionary Bonus is pro-rated from date hired. 
         In case Management decides to give discretionary bonus to non-regular 

employees, it will be pro-rated from date hired. 

 
E.PER DIEM 

 
Per diem is the amount of money that the company gives to its employees 

attending seminars, workshops, conferences, or trainings to cover living and 
traveling expenses in connection with work on a daily basis.  
 

Below are the Per Diem Policies: 
 
1.Official business engagement such as meetings and other official job-related 

appointments within Metro Manila Area. The following shall apply: 

 

Examples: Attend IC, PLIA, HOLUAP, LICAP, PCC, CEF, RCDC, PMAP, etc. 
meetings. 

Meeting with reinsurers or cooperative clients. 
 

*NO PER DIEM 

*REIMBURSE ACTUAL TRANSPORTATION EXPENSE 
*REIMBURSE REPRESENTATION EXPENSE (IF ANY) 

 
2.Official business engagement such as trainings, seminars, conferences, and 

conventions within Metro Manila Area. The following shall apply: 

*NO PER DIEM 

*REIMBURSE ACTUAL TRANSPORTATION EXPENSE 
*REIMBURSE REPRESENTATION EXPENSE (IF ANY) 
 

3.Official business engagement such as meetings and other official job-related 

appointments outside Metro Manila Area. The following shall apply: 

 
Examples: Attend IC, PLIA, HOLUAP, LICAP, PCC, CEF, RCDC, PMAP, etc. 

meetings. 

         Meeting with cooperative clients. 
 

*PER DIEM IS GIVEN ONLY DURING WEEKENDS 
   
  Rank and File  : no per diem is given instead premium pay will be given 
  Supervisor       : Php 500.00/day 
  Manager         : Php 1,000.00/day 
 Officer             : Php 1,500.00/day 
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*REIMBURSE ACTUAL TRANSPORTATION EXPENSE 
*REIMBURSE ACTUAL FOOD EXPENSE (IF MEETING DOES NOT PROVIDE 

IT) 
*REIMBURSE REPRESENTATION EXPENSE (IF ANY) 

 
4.Official business engagement such as trainings, seminars, conferences, and 

conventions outside Metro Manila Area. The following shall apply: 

*PER DIEM ON WEEKDAY  

  (GIVEN ONLY ONCE IRREGARDLESS OF NUMBER OF DAYS) 
 

Rank and File: no per diem is given instead overtime pay will be given if 
above-mentioned events exceed eight-hour work. 

  Supervisor       : Php 500.00/day 
  Manager         : Php 1,000.00/day 
 Officer             : Php 1,500.00/day 

 

*PER DIEM ON WEEKEND 
 (GIVEN DEPENDING ON THE NUMBER OF DAYS) 
   

  Rank and File  : no per diem is given instead premium pay will be given 
  Supervisor       : Php 500.00/day 
  Manager         : Php 1,000.00/day 
 Officer             : Php 1,500.00/day 

 

Sample Illustrations:  

CASES PER DIEM 

Manager employee will attend training in Subic on 
Wednesday, Thursday, and Friday. 

     Php 1000.00 
X                      1 

      Php 1000.00 

Manager employee will attend training in Laguna on 
Thursday, Friday, and Saturday. 

      Php 1000.00 
X                       1 

      Php 1000.00 

Manager employee will attend training in Baguio on 

Friday, Saturday, and Sunday. 

      Php 1000.00 

X                       2 
      Php 2000.00 

 
*REIMBURSE ACTUAL TRANSPORTATION EXPENSE 
*REIMBURSE ACTUAL FOOD EXPENSE (IF TRAINING, SEMINAR, 

CONFERENCE, OR CONVENTION DOES NOT PROVIDE IT) 
*REIMBURSE REPRESENTATION EXPENSE (IF ANY) 
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5.Official business engagement which is not directly related to the employees 
function held in Metro Manila or outside Metro Manila. The following shall 

apply: 
 

Examples: Marketing personnel required to represent CISP in a region that is 
not his official appointment (except for VP for Marketing). 

              Head Office personnel required to present CISP products to a 

cooperative or other prospective clients 

*PER DIEM ON WEEKDAY  
  (GIVEN DEPENDING ON THE NUMBER OF DAYS) 
 

  Rank and File  : no per diem is given instead overtime pay will be given if 
above-mentioned events exceed eight-hour work. 

  Supervisor       : Php 500.00/day 
  Manager         : Php 1,000.00/day 
 Officer             : Php 1,500.00/day 

 
 

*PER DIEM ON WEEKEND 

 (GIVEN DEPENDING ON THE NUMBER OF DAYS) 
   

  Rank and File  : no per diem is given instead premium pay will be given 
  Supervisor       : Php 500.00/day 
  Manager         : Php 1,000.00/day 
 Officer             : Php 1,500.00/day 

 
Sample Illustrations:  

CASES PER DIEM 

Manager employee is sent to Cagayan De Oro 
for a work not directly related to his/her 
function on Wednesday, Thursday, and Friday. 

     Php 1000.00 
X                     3 
      Php 3000.00 

Manager employee is sent to Davao for a work 
not directly related to his/her function on 

Thursday, Friday, and Saturday. 

      Php 1000.00 
X                    _3 

      Php 3000.00 

Manager employee is sent to Mindoro for a 

work not directly related to his/her function 
on Friday, Saturday, and Sunday. 

      Php 1000.00 

X                      3 
      Php 3000.00 

 

6.Official company activities wherein employees are required to perform 
additional tasks such as facilitating, reporting, and assisting whether 

directly or indirectly to their appointed job function. The following shall 
apply: 
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Examples: Marketing Conference 
                 Strategic Planning 

 
*PER DIEM ON WEEKDAY  

  (GIVEN DEPENDING ON THE NUMBER OF DAYS) 
 
  Rank and File : no per diem is given instead overtime pay will be given if 

above-mentioned events exceed eight-hour work. 
  Supervisor       : Php 500.00/day 
  Manager         : Php 1,000.00/day 
 Officer             : Php 1,500.00/day 
 

 
*PER DIEM ON WEEKEND 
 (GIVEN DEPENDING ON THE NUMBER OF DAYS) 

   
  Rank and File  : no per diem is given instead premium pay will be given 
  Supervisor       : Php 500.00/day 
  Manager         : Php 1,000.00/day 
 Officer             : Php 1,500.00/day 

 
Sample Illustrations:  

CASES PER DIEM 

Manager employee attends Marketing 

Conference to present issues and concerns 
about underwriting on Friday and Saturday 

     Php 1000.00 

X                     2 
      Php 2000.00 

Supervisor employee assists during the 

Marketing Conference held on Thursday, 
Friday, and Saturday.  

      Php  500.00 

X                     3 
      Php 1500.00 

 
7.Official company activities wherein employees are required to attend. The 

following shall apply: 
 

Examples: Team Building 

                    Internal Trainings 
                    PLIA Life Insurance Consciousness Week activities. 
                    Cooperative Month’s activities.  

                    Competitions or Tournaments 
 Weekday 
 
Rank and File : no per diem is given instead overtime pay will be given if 

above-mentioned events exceed eight-hour work. 
Weekend 

  
Rank and File : no per diem is given instead premium pay will be given 
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Supervisor       : Php 500.00/day 
  Manager         : Php 500.00/day 
 Officer             : Php 500.00/day 

 

Examples: Corporate Social Responsibility (voluntary basis) 

                  Sports Fest (voluntary basis) 
                  Christmas Party (voluntary basis) 

 
*NO OVERTIME PAY/PREMIUM PAY is GIVEN. 
*NO PER DIEM is GIVEN. 

 
8.Official Company Activities outside the Philippines 

 
*REIMBURSE ACTUAL TRANSPORTATION EXPENSE 
*REIMBURSE ACTUAL FOOD EXPENSE (IF TRAINING, SEMINAR, 

CONFERENCE, OR CONVENTION DOES NOT PROVIDE IT) 
*REIMBURSE REPRESENTATION EXPENSE (IF ANY) 
 

Weekday  
 

Rank and File  : Php  1,000.00/day 
Supervisor       : Php  1,500.00/day 

  Manager          : Php  2,000.00/day 
Officer             : Php 2,500.00/day 
BOD                 : Php 3,000.00/day 
 

Weekend  
 

Rank and File  : Php  1,500.00/day 
Supervisor       : Php  2,000.00/day 

  Manager          : Php  2,500.00/day 
Officer             : Php 3,000.00/day 
BOD                 : Php 3,500.00/day 

 
9.For cases that are not illustrated in this memorandum, the Management has 

the prerogative to decide on it. 

 
F.VACATION LEAVE 
 

POLICIES: 

 
1.Upon regularization, employees begin to earn vacation leave credits reckoned 

from his/her hiring date. 
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2.Regular employees every month earns 1.25 vacation leave credits. This is 
earned every 30th of the month. 

3.The total fifteen (15) days’ vacation leave credits in one year are to be divided 
as follows: 

a. 10 days scheduled vacation leaves              
– The employee must utilize this as this is not convertible to cash and 

cannot be accumulated. All scheduled vacation leaves are planned 

with the respective unit heads at the start of the year following the 
procedure set by the company. 

b. 5 days unscheduled vacation leaves  

– The remaining five (5) days unscheduled vacation leave credits if 
unused are accumulated up to forty-five (45) days.  

1. The employee’s unused vacation leave may be converted to cash first month 
of the next year.  

2. The employee may opt to convert accumulated vacation leave credits to cash 
first month of the next year up to maximum of ten (10) including already 
unused vacation leave credits earned from the current year. 

3. In excess of forty-five (45) accumulated vacation leave credits, it shall be 
converted to cash automatically first month of the next year. 

4.In case employee’s earned vacation leave credits for the year is ten (10) days 
and below, the said earned credits are to be used by the employee as it is 

considered as scheduled vacation leave credits. 
5.All filed vacation leave in excess of the ten (10) days scheduled vacation leave 

shall be deducted to the remaining five (5) days unscheduled vacation leave 

credits. 
6.The unscheduled five (5) days’ vacation leave can be used only as half day or 

whole day vacation leave. 

7.In case of voluntary resignation or retirement from the company, or in case of 
death, the cash value of unused vacation leave credits earned shall be given 

to the employee (or his heirs). 
8.The monetary value of unused vacation leave earned shall not be given in 

the following cases: 

 
a. an employee is dismissed for cause 

b.   an employee resigns without complying with the 30-day notice 
requirement by the company unless allowed by the Management 

 

PROCEDURE: 
 
An employee who will utilize his vacation leave credits must do the following: 

 
SCHEDULED VACATION LEAVE CREDITS 

 
1. At the start of the year, each unit head shall meet its subordinates to plot 

their unit members’ vacation leave schedule.  
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2. The desired vacation leave schedule of each member of the unit must be 
written in the form provided by the Human Resources Unit not later than 

January 30 of each year.  
3. The Human Resources Unit after receiving said form shall immediately 

forward it to the Management for approval. 
4. In case there will be disapprovals, the Human Resources Unit shall inform 

the concerned personnel so as to change his/her desired schedule. 

5. In case there will be changes later on on the date of the scheduled vacation 
leave, employee must notify the Human Resources Unit through writing 
indicating reason for such change. The Human Resources Unit then shall 

review requested change of date of scheduled vacation leave and recommend 
it for Management approval if it will not affect company’s operations. 

 
NOTE: 
 

Scheduled vacation leave of each employee must be ten (10) consecutive 
days or two sets of five (5) consecutive days. 

No two employees in one unit shall be on leave at the same time. 

No five employees in CISP shall be on leave at the same time. 

 In situations where two or more employees of same department/unit 

requested for similar vacation leave dates, concerned employees shall do 
toss coin or draw lots. 

In case an employee is laterally transferred, his/her scheduled vacation 

leave shall be reviewed against scheduled vacation leave of other members 
of the unit. If his/her scheduled vacation leave is the same as of any of 

the member of the unit, he/she may be asked to change his/her schedule 
if it is impossible for the unit to dispense two employees at the same time. 

The Management has the right to call off a scheduled vacation leave when 
the need arises. 
 

UNSCHEDULED VACATION LEAVE CREDITS 
 

1.Request for vacation leave form from the Human Resources Unit. 
2. Submit the form to the Human Resources Unit five (5) days prior to the 

date of leave. The Human Resources Unit shall not process filed vacation 

leaves not complying with the required number of days unless it is an 
emergency case (need to attend to a family member in the hospital, death of 
a family member, natural calamity occur in your place of residence, etc.). 

3. Full consideration will be given to employee’s preference in scheduling 
vacations. 

4. In situations where two or more employees of same department/unit 
requested for similar vacation leave dates, concerned employees shall do 
toss coin or draw lots. Emergency cases are exempted. 
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NOTE: 
 

Filed vacation leave are subject to the approval of the Management. 

No two employees in one unit shall be on leave at the same time. 

No five employees in CISP shall be on leave at the same time. 

In case an employee is laterally transferred, his/her filed vacation leave 
shall be reviewed against filed vacation leave of other members of the 

unit. If his/her filed vacation leave is the same as of any of the member of 
the unit, he/she may be asked to change the date of his/her vacation 
leave if it is impossible for the unit to dispense two employees at the same 

time. 

The Management has the right to call off a previously approved vacation 

leave when the need arises. 
 

G.SICK LEAVE 
 
POLICIES: 

 
1.Upon regularization, employees begin to earn sick leave credits reckoned from 

his/her hiring date. 

2.Regular employees every month earns 1.25 sick leave credits. This is earned 
every 30th of the month. 

3.Sick leave can only be used as either half day or whole day sick leave. 

4.Employees with unused sick leave my opt for the following: 
-The unused sick leave credits can be accumulated up to forty-five (45) 

days. In excess of forty-five (45) accumulated sick leave credits, it shall 
be converted to cash automatically first month of the next year;  

-The employee’s unused sick leave for the current year may be converted to 

cash first month of the next year; or 
-The employee may opt to convert accumulated sick leave credits to cash 

first month of the next year up to maximum of ten (10) including already 
unused sick leave credits earned from the current year. 

5.When an employee gets sick during his/her approved vacation leave, the 

period of his/her sickness shall be charged to his/her sick leave benefit 
provided he/she reports it and he/she submits a medical certificate. 

6.When an employee’s accrued sick leave has been exhausted during a period 

of illness or injury and he/she is still unfit to return to work, the SSS 
usually pays the employee. CISP may advance the amount subject to 

reimbursement from the SSS. 
7.If after both the Company and SSS leave credits have been exhausted, the 

employee is still unfit to return to work, he/she shall be placed on an 

extended sick leave without pay. 
8.Sick leaves may be extended only up to maximum of six (6) months. In case 

where there is an available position in the Company that can be assigned to 
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the disabled employee, then he shall have the option to transfer to that 
position. 

9.In case of termination due to disability, the pertinent SSS benefits shall 
apply. 

10.Sick leave benefits shall not be granted in any of the following cases: 
 

a.Failure to comply with the 1 hour notice requirement 

b.Failure to file sick leave upon return to work 
c.Failure to submit a copy of his/her medical certificate [if sick leave is three 

(3) days and more] 

d.When sickness is aggravated due to employee’s failure to comply with 
his/her attending physician’s advice or prescription 

e.When the employee’s injury or illness is caused by his/her criminal or 
anti-social act such as intoxication, drug abuse, venereal disease or self-
inflicted injury. 

11.In case of voluntary resignation or retirement from the company, or in case 
of death, the cash value of unused sick leave credits subject for 

monetization shall be given to the employee (or his heirs). 
12.The monetary value of unused sick leave credits shall not be given in the 

following cases: 

 
a. an employee is dismissed for cause 
b.   an employee resigns without complying with the 30-day notice 

requirement by the company unless allowed by the Management 
 

PROCEDURE: 
 
When an employee gets sick at home… 

 
1.Notify immediate superior and any of the Human Resources Unit 

personnel at least 1 hour before the time the employee is expected to 

work. 
2.Upon return to work, secure a sick leave form from the Human Resources 

Unit. 
3.Accomplish the form, attach a copy of medical certificate (if necessary), 

secure recommendation from your immediate superior, and then submit 

it to the Human Resources Unit for processing. 
4.The Human Resources Unit will then secure approval from the President. 

 
`When an employee gets sick while at work… 
 

1.If the employee incurs sickness while working, inform immediate superior 
on the current status of your physical health and then obtain a sick 
leave form from the Human Resources Unit. 

2.Fill out the form completely, secure recommendation from your immediate 
superior, and submit it to the Human Resources Unit. 
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3.Upon return to work, submit a copy of medical certificate (if necessary). 
 

Medical Certificate is required if sick leave is three days and more. 
 

`When an employee has a scheduled check-up… 
 

1.Secure a sick leave form from the Human Resources Unit prior to the date 
of scheduled check-up. 

2.Accomplish the form, secure recommendation from your immediate 

superior, and then submit it to the Human Resources Unit for 
processing. 

3.The Human Resources Unit will then secure approval from the President. 

 
H.EMERGENCY LEAVE 

 
POLICIES: 

 

1.The Company shall grant three (3) days emergency leave with pay to all 

regular employees. 

2. A newly hired employee must have rendered at least one year of service, 

six (6) months of which must have been on regular status, before 

he/she can be entitled to emergency leave with pay. 

3.An employee shall be given the privilege of going on emergency leave in 

any of the following cases only: 

 

a.Serious hospitalization or death (wake and interment) of a member of 

his/her immediate family. 

b. He/She or his/her immediate family members become a victim of 

natural calamity or man-made disaster such as fire, flood, 

earthquake, etc. 

c.  He/She or his/her immediate family members become a victim of 

physical violence. 

 

4.Immediate family is defined as follows: 
 

Single –   parents 
–siblings below 21 years old 

Married – spouse 

–children 

–parents (if residing with employee) 
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5.Emergency leaves cannot be accumulated and is not convertible to cash. 

 6. An emergency leave shall be charged to an employee’s emergency leave 

credits. If he/she has no emergency leave credits, then his/her absence 
shall be subject to corresponding payroll deduction. 

 

PROCEDURE: 

 
An employee who goes on emergency leave must notify the Human 

Resources Unit at least a day after the occurrence of said emergency 

through SMS, phone call, or email if said employee cannot yet report to 

work. He/she should file an application for emergency leave upon his/her 

return to work. Failure to do so will mean forfeiture of emergency leave 

availment and will result to payroll deduction. 

 
I.OFFICE UNIFORM 
 
The Company provides all regular employees with free office uniform at the rate 
of four (4) sets per employee per year. The Company provides the uniform 

materials and shoulders the dressmaking/tailoring costs. 
 
Rank and File                                               –      7,500.00 pesos 

Supervisors and Managers                           –    10,000.00 pesos 
AVP and VP                                                  –    12,500.00 pesos 

EVP/COO and President                              –    15,000.00 pesos 
 
These uniforms are given during the first quarter of the year.  In the case of 

newly-regularized employees, the uniforms are given upon his/her 
regularization anytime during the year. However, if the employee is regularized 

beyond the first half of the year, he/she will receive his/her uniform on the 
next calendar year already. 
 

The uniforms are required to be worn daily from Monday to Thursday.  
Employees are allowed to wear other attire on Fridays, provided collarless T-
shirts, shorts, sandals, and slippers are avoided (by regular, probationary and 

contractual employees) in order to maintain the professional image of the 
Company. Female employees are discouraged from wearing any attire 

considered inappropriate for office use, such as those with spaghetti strap, 
plunging necklines, backless blouse, micro-mini skirts, etc. Likewise male 
employees are not allowed to have pierced earrings. 

 
Non-regular employees and employees who cannot wear their uniform for a just 

reason are expected to wear business attire from Mondays thru Thursdays.  
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J.HEALTH CARE COVERAGE 
 
The Company provides all regular employees with a comprehensive medical 

benefits program from an HMO provider. 
 

Summary of benefits can be inquired to the Human Resources Unit. 
 
Aside from the Health Care Coverage, employees on a yearly basis are given flu 

vaccination 

 
K.GROUP LIFE INSURANCE COVERAGE 

 
All regular employees shall be provided with life insurance benefit where the 
annual premium for which shall be paid by the company. The life insurance 

plan applicable for this benefit shall be Group Yearly Renewable Term (GYRT) 
with Accidental Death and Dismemberment (ADD) rider including murder and 
assault clause, accidental medical reimbursement (4,500.00), and medicine 

reimbursement (500.00). 
 
The following shall be the amount of life insurance coverage based on the 

employee rank, to wit: 
 

1.  President and EVP/COO                                                100,000.00 
2.  Office Managers                                                             100,000.00 
3.  Supervisors                                                                    100,000.00 

4.  Rank and File                                                                  50,000.00 
 

EXCLUSIONS: 
The following risks are excluded from the coverage in case of death: 
 

1. Suicide occurring on the first year of cover 
2. Death during military (ground, naval or aviation) service 

 

EXCEPTIONS ON ACCIDENTAL DISMEMBERMENT RIDER: 
 

The benefit on dismemberment shall not apply if the employee’s 
dismemberment results from any of the following causes: 
 

1. Self-inflicted injury, whether employee is sane or insane 
2. Bodily or mental infirmity or disease of any kind 

3. Poisoning 
4. Injuries of which there is no visible contusion or wound on the exterior of 

the body unless medically established 

5. Any injury received: 
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a) While on duty in military, naval or police organization 

b) In any riot, civil commotion, insurrection or war 
c) While traveling as a passenger of an airplane which is not on a 

scheduled trip over its normal route 
d) In any violation of the law by the employee 
e) That inflicted intentionally by a third party 

 
L.CHRISTMAS BASKET 

 
All employees regardless of status shall be given Ham and Christmas Basket 
for a minimum of 1,500.00 pesos as Christmas Giveaway on the last day of 

work before December 25 of each year. The Management may increase said 
amount if it sees that the financial performance is above set target for the year. 

 
M.SERVICE AWARDS 

 
The CISP recognizes the dedication, commitment, value for work and years of 

continued service rendered by its employees and as a way of showing its 
appreciation, shall grant the following service incentive awards in various 
categories, to wit:  

 
  5 years               -  Plaque plus P5,000.00 cash award 

10 -  Plaque plus P10,000.00 cash award 
         15               -  Plaque plus P15,000.00 cash award 

20 -  Plaque plus P20,000.00 cash award 

25 -  Plaque plus P25,000.00 cash award 
30               -  Plaque plus P30,000.00 cash award 

35               -  Plaque plus P35,000.00 cash award 
40               -  Plaque plus P40,000.00 cash award 
45               -  Plaque plus P45,000.00 cash award 

 
The service awards shall be given during the CISP Christmas Party. 
 

As gratitude of the company to employees who worked for a certain period of 
time, all full-time regular employees shall also be eligible to receive an add-on 

pay in their basic salary, which will be based on the length of service with the 
organization which shall be added on the employee’s basic salary.  
 

An employee shall be entitled to this benefit after he/she has rendered at least  
five (5) years of continuous and uninterrupted service to the CISP. The greater 

the length of service, the higher the pay. The pay increases after each 
additional two years of service, and so on. In case the employee was rehired, 
the length of service will start from zero.   
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TABLE OF ADDITIONAL PAY 
 
Years of Service Monthly Additional 

Pay 
 Years of Service Monthly Additional 

Pay 

Less than 5 years  0 21 years & 1 day to 23 years  1,300.00 

5 years & 1 day to 7 years  500.00 23 years & 1 day to 25 years  1,400.00 

7 years & 1 day to  9 years 600.00 25 years & 1 day to 27 years  1,500.00 

9 years & 1 day to 11 years  700.00 27 years & 1 day to 29 years  1,600.00 

11 years & 1 day to 13 years  800.00 29 years & 1 day to 31 years  1,700.00 

13 years & 1 day to 15 years  900.00 31 years & 1  day to 33 years  1,800.00 

15 years & 1 day to 17 years  1,000.00 33 years & 1 day to 35 years  1,900.00 

17 years & 1 day to 19 years  1,100.00 35 years & 1 day to 37 years  2,000.00 

19 years & 1 day to 21 years  1,200.00  and so oné 

 

 
N.BEREAVEMENT BENEFIT 
 
Bereavement benefit is designed to support CISP employees and agents or their 

family who have lost a family member particularly legal spouse,  child/ren, 
parents, or siblings through financial support.  
 

When a CISP employee passes away, the immediate family of the said employee 
or agent (GAM & FA) is entitled to a funeral assistance of 10,000.00 pesos 
aside from the insurance proceeds entitled to deceased employee or agent 

(GAM & FA). On the other hand, 5,000.00 pesos shall be given to a CISP 
employee or agent (GAM & FA) when a qualified dependent dies. 

 
Qualified dependents: 
 

*Employee is single       
  – Parents 

  – siblings below 21 years old 
 
*Employee is married    

– Parents   
– Legal spouse 
–children 

In case employee’s or agent’s sibling (not considered as qualified dependent) 
dies, funeral assistance worth 2,000.00 pesos shall be provided by the 
company. 

 
For cases not illustrated above, the Management may grant a funeral 
assistance maximum of 2,000.00 pesos. 
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O.RETIREMENT PLAN 
 

Any employee who reaches the age of 65 shall be compulsorily retired from the 
service, provided however that the Board of Directors in special cases may 
extend his/her service.   

 
Computation of Length of Service 
 

For purposes of computation of the length of service and gratuity benefits, the 
commencement of the service of any employee begins on his hiring date. Period 

of service shall be reckoned from date of hire to date of retirement, death, 
permanent disability, or severance. For purpose of determining length of 
service, a fraction of six (6) months or more shall be considered as one (1) year 

and a fraction of less than six (6) months shall be considered as one-half (1/2) 
year. 

 
For complete details, refer to the complete document of the Retirement Plan 
(Appendix 3) as approved by the Board of Directors.    

 

GENERAL AGENCY MANAGERS AND FINANCIAL ADVISORS 
 
A.MARKETING ALLOWANCE 
 
The 3,000.00 pesos benefit is given to newly hired agents who works full time 

for CISP up to six (6) months to assist them in cultivating their business. 

 
B.GROUP INSURANCE COVERAGE 

 
All agents shall be provided with life insurance benefit where the annual 
premium for which shall be paid by the company. The life insurance plan 
applicable for this benefit shall be Group Yearly Renewable Term (GYRT) with 

life insurance benefit (50,000.00), Accidental Death and Dismemberment (ADD) 
rider including murder and assault clause (50,000.00), accidental medical 
reimbursement (5,000.00), and daily hospital income (500.00). 

 
EXCLUSIONS: 

The following risks are excluded from the coverage in case of death: 
 

1.   Suicide occurring on the first year of cover 

2. Death during military (ground, naval or aviation) service 
 

EXCEPTIONS ON ACCIDENTAL DISMEMBERMENT RIDER: 
 
The benefit on dismemberment shall not apply if the employee’s 

dismemberment results from any of the following causes: 
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1.Self-inflicted injury, whether employee is sane or insane 

2.Bodily or mental infirmity or disease of any kind 
3.Poisoning 

4.Injuries of which there is no visible contusion or wound on the exterior of 
the body unless medically established 

5.Any injury received: 

6.While on duty in military, naval or police organization 
7.In any riot, civil commotion, insurrection or war 
8.While traveling as a passenger of an airplane which is not on a scheduled 

trip over its normal route 
9.In any violation of the law by the employee 

10.That inflicted intentionally by a third party 

 
C.BEREAVEMENT BENEFIT 
 

    (same as above) 
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HUMAN RESOURCES  
TRAINING & DEVELOPMENT PROGRAM 

 
 

Training and Development helps to provide an opportunity to further enhance 
the human resources’ technical and behavioral skills in the organization. It 
increases one’s job knowledge and skills which later on can translate to achieve 

organizational goals. Aside from that, it builds positive perception and feeling 
about the organization because such action on the part of the company reflects 

how the company takes pride of its most valuable asset, its workforce. 
Furthermore, it also helps in attaining personal growth. 

 
A.CISP Employees’ Training and Development Program 
 

The Management may send certain employees to seminars and workshops 
locally and internationally. For international external trainings, a Board of 
Director’s approval is necessary. 

 
No aggregate cost of training shall be approved costing more than the following 
per year (this excludes meal, transportation, miscellaneous expenses): 

 
Rank and Files  :  Php   30,000.0 per year 

Supervisors      :  Php   60,000.00 per year 
Managers         :  Php   90,000.00 per year 
AVP                  :  Php 120,000.00 per year 

EVP/COO         :  Php 180,000.00 per year 
President          :  Php 250,000.00 per year 

 
Any amount that may exceed the above mentioned allowed aggregate cost of 
training shall be subject to Board of Director’s approval. Meal and 

transportation expenses if not provided, actual expense shall be shouldered by 
the company given that it is a reasonable amount. Ceiling amount shall be set 
by the Management (for rank and file employees and junior officers) or the BOD 

(senior officers). 
 

GRANT OF STUDY LEAVE 
 
The Management may grant certain employees the privilege of going on study 

leave for a specified period of time and under certain conditions as to be 
defined hereunder. 
 

A study leave may be availed of through two different ways- at the initiative of 
the Management or at the employee’s own initiative. 
 



 

Cooperative Insurance System of the Philippines Page 79 
 

 

 Management-Initiated Study Leave 

 
The Management may require an employee to attend specific work-related 

regular semestral course for schooling if such study will benefit the company in 
terms of better productivity, work simplification, enhancement of technology, or 
other tangible or intangible benefits. A study leave done at the initiative of the 

Management shall be at the company expense. The employee shall submit to 
the Accounting Unit, through his/her Unit Head, proof of enrolment, official 

receipts, etc. 
 
At the end of the study leave, the employee shall submit to his/her Unit Head, 

with copy to the President, a comprehensive report on what he/she learned 
and how this learning will directly benefit the company. He/She shall likewise 
submit an action plan with a timetable for implementation at CISP. 

 
If the cost of study amounts to TWENTY THOUSAND PESOS (Php 20,000.00) 

or more, the employee shall be required to sign a document stating his/her 
commitment to remain in the service of CISP while the study leave is in 
progress and for at least one year after the end of the study leave. 

 
No study leave shall be approved for studies costing more than the following: 

 
Rank and File   : Php    30,000.0 per year 
Supervisors      :  Php   60,000.00 per year 

Managers         :  Php   90,000.00 per year 
AVP                  :  Php 120,000.00 per year 
VP                    :  Php 150,000.00 per year 

SVP                  :  Php 180,000.00 per year 
President          :  Php 250,000.00 per year 

 

 Employee-Initiated Study Leave 

 

A study leave done at the initiative of the employee shall be at the expense of 
the concerned employee. The Management reserves the right to disapprove an 

application for a study leave if such leave would cause severe disruption in the 
work of the unit where the employee works. 
 

An employee who wishes to study after office hours may request for an 
adjustment of his working schedule, provided he/she still renders no less than 

eight (8) hours of work each day. 
 
No offsetting of regular workdays by working on a Saturday shall be allowed. 

An employee working on Saturdays causes added expense on electricity and 
he/she cannot be supervised by his/her immediate superior. 
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No study leave lasting more than one (1) month shall be allowed. This policy 

does not cover those who opt for studying after office hours; in such situation, 
no limitation is imposed. 

 
B.Work Life Balance Program 

 
Work-life balance is meaningful achievement and enjoyment of everyday life. 

The primary way companies can help facilitate work-life balance for their 
employees are through work-life programs and training. Creating such a 

program will give the company the following benefits: 
 
1. A positive image for the company to the society with regards to personnel 

management and development. This in turn will create bigger pool of 
applicants to choose from. It will also attract more qualified candidates for 
vacant positions. 

2. Employees are highly motivated and job satisfied therefore they perform 
better and produce more which later on increases company return of 

investment. 
3. Commitment to the organization grows which results to employee retention 

and loyalty.  

 
In having such a program, it is not only the company who is gaining but more 
so the employee. Having a work-life balance program provides the following 

benefits: 
 

1.  A healthier life. 
2.  A happier life 
3.  A much better family relationship. 

4.  Work result that is more effective and more efficient. 
5.  A working environment that is more harmonious. 

 

  Health Awareness Activities 

 

An awareness campaign to improve employees’ health, well-being, and sense of 
security through various activities which in turn will ensure higher productivity 

for the company.  
 

 FREE Health Screening 

Employees undergo free, on-site health screenings, such as blood pressure 

tests and weight checks.  
 

 Serve Healthy Food 

 

 Communicate Health Tips 
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Post tips on healthy living on bulletin boards and company website. 
Employees who have success stories related to health issues are encourage 

to write it down and share it to others. 

 Hold a Health Fair 

 

    * FREE Health Seminar  

     Invite local health experts to discuss ways to be healthier and means to 
prevent certain illnesses. 

 
     * Ask company leaders to share health tips. 
 

     * Ask employees to sign a commitment to healthy living. 
 

 Organize a Health Talk once a month 

     Interested employees get together to share tips to be healthier. 

 

 Sports Fest 

Employees engage in various sports events to keep them physically fit and 

healthy. Aside from that, the activity teaches the value of sportsmanship, it 
builds new friendship, and further develops camaraderie among employees. 

 

 Dance Clinic 

     Employees dance together to burn all excess fats and be more physically fit. 

 
 

 SOCIAL 

 

 Personality Development 

 
This activity aims for each employee to be more self-aware and to improve their 

personality to aid them in their current job position. It is important to be 
conscious with one’s personality as this improves oneself, builds stronger 
personal relationships, and dictates success in career. 

 

 Employees’ Night (During CISP Foundation Day) 

 
A one night event that enables employees to: 
 
1. attend a formal social gathering 

2. interact with employees from other department/unit 

3. mingle with officers and Board of Directors 

4. showcase talents 

5. build new friendships 

6. develop teamwork 
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 Company Outing/Team Building 

 

An overnight activity that gives the employees to: 
 
1. get to know other employees 

2.motivate employees 

3.improve communication 

4.get everyone “onto the same page,” goal setting 

5.strengthen teamwork 

6.improve team productivity 

7.time off from work and simply have fun 

  

 Customer Service Associate Immersion Program 

 

A program created and developed for CSA across the country for them to be 
more efficient and effective in their work through personality development, 

team building, clarification of duties and responsibilities, and familiarization of 
current guidelines and procedures of different departments/units. This is also 
an opportunity for them to bond with Head Office employees. 

 

 Christmas Party/Family Day 

 
A once a year celebration wherein employees get together to have fun and enjoy 
the spirit of Christmas as one family. 

 

 SPIRITUAL 

 

 First Friday Mass 

 

This event is celebrated every first Friday of the month. Employees gather 
together to praise and worship the Lord and strengthen their faith. 

 

 Value Formation Talks 

 

A half-day event that enhance employees’ values. 

 
C.General Agency Managers and Financial Advisors Training and 

Development Program 
 
General Agency Managers (GAMs) on a quarterly basis are required to attend 
CISPs Marketing Meeting or as deem necessary (such as when new products 

are about to be launched). 
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On the other hand, Financial Advisors (FAs) on a semestral basis are 

required to attend CISPs Marketing Meeting or as deem necessary (such as 
when new products are about to be launched). 

 

D.On the Job Training Program 
     
OJTs are students who are endorsed by their college or university who need a 

training ground for them to have a grasp of the world of work and their chosen 
field. 
 

To be accepted, interested OJTs must submit a letter of intent, resume, 
endorsement letter from school, and Memorandum of Agreement (between CISP 

and school). After which, OJT must pass the interview to be conducted by the 
HR Manager. 
 

Once accepted, OJTs shall be given a transportation and meal allowance of Php 
12.50 per hour or Php 100.00 for eight (8) hours of work. Aside from that, they 
will be provided two (2) seminars of interest. 

 
Before a certification of completion be given to the OJT, he/she must have 

completed his/her required number of OJT hours and submit the OJT Survey 
Questionnaire. 
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EMPLOYEE ASSISTANCE PROGRAMS 
 

Employee Assistance Program is an employee benefit program intended to help 

employees deal with personal problems that might adversely impact their work 
performance, health, and well-being.  
 

 Cash Advance 

 

The company allows personal cash advance up to Php 50,000.00 pesos during 
emergency cases as listed below: 
 

a.employee met a serious accident 
b.employee needs to undergo immediate operation 
 appendectomy 

 cholecystectomy 
 lithotripsy 

c.employee needs to undergo emergency Caesarean Section 
d.employee got hospitalized due to the following conditions and hospital bill 

is more than what HMO provider can cover 

 animal bites 
 dengue 
 heart attack 

 stroke 
e.employee’s family is a fire victim 

f.employee’s family is a victim of a natural calamity (location of residence 
declared under State of Calamity) 

 

Personal cash advance amounting to Php 25,000.00 and below is payable in 12 
months through salary deduction. While personal cash advance amounting to 

25,000.01 to Php 50,000.00 is payable in 24 months.   
 

 Availment of Personal Insurance 

 
The company will provide a financial literacy seminar among its employees for 

them to realize the value of having their own personal insurance in addition to 
the group insurance (given upon employee’s regularization in the company) 
already provided by the company. Knowing that all employees patronize their 

own company products definitely says a lot of things and will have a big impact 
to other consumers. Interested employees may avail of CISP regular plans 
through salary deduction. 

 
 
 

http://en.wikipedia.org/wiki/Employee_benefit
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 Work Counseling 

 

Counseling is an effective and preventive people management strategy for 
organizations to help employees better manage stress, personal issues or work 
related problems. 

 
Counseling is definitely one service that can help people learn to manage 
themselves particularly on situations like those listed below but not limited to:  

 
* Family and Relationship Issues  

* Absenteeism and Tardiness 
* Anxiety, depression, and other mental and emotional problems 
* Social and emotional difficulties related to disability and illness  

* Career Change and Job Stress  
* Death of a loved one  
 

PROCEDURE: 
 

1.Employee must secure appointment with the Human Resources Unit for the 
work counseling.  

2.Upon approval of the request, the employee will be notified on the schedule of 

the work counseling. 
3.All information gathered will be treated with utmost confidentiality.
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EMPLOYEE RECOGNITION PROGRAM 
 
The Management may, at its discretion, give out special awards for certain 
meritorious achievements or exemplary display of selfless cooperation by its 

employees. 
 

Such special awards may take the form of memos of commendation or special 
tokens of appreciation as the management may see fit. 
 

HEAD OFFICE PERSONNEL 
 

 BEST IN ATTENDANCE 

 
GUIDELINES: 
 

1. This award will be given once every semester (last Friday of June and 
December). 

2. Recipient of the said award should have no absent and late for a semester 

(January to June; July -December). Scheduled vacation leave for this purpose 
only shall not be considered as an absent. 

3. Awardees will receive a certificate and 500 pesos cash. 
 

 MODEL EMPLOYEE OF THE QUARTER 

 
GUIDELINES: 

 
1. This award is given once every quarter. 
2. This award is open to Head Office Employees excluding Supervisors, 

Managers and Officers. 
3. The determination of Model Employee of the Quarter will be as follows: 

 
Rank and File                                  :      25% 
Supervisors votes                             :     25% 

Managers votes                                :     25% 
Officers votes                                   :     25% 
TOTAL                                             :    100% 

 

Rank and Files votes 

-Employees will nominate among all employees their chosen model 
employee of the quarter based from their shown characteristics and 

significant accomplishments. A form will be provided by the Human 
Resources Unit to be filled out by the employees. 

-After all employees had cast their votes, it will be tallied and 

summarized by the Human Resources Manager. 
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The supervisors, managers and the officers will cast their votes from the 

top three nominees based on a set criteria. The supervisor’s  votes will be 
averaged and then will be multiplied by 25%. The same will be done for 

the manager’s and officers votes. 
 
CRITERIA FOR JUDGING: 

 
Attendance …………………………………………………………….…  05%                   
Initiative …………………………………………………………………..  10% 

Significant Contribution ……………………………………………..    20% 
Interpersonal Relationship ……………………………………..……   20% 

Customer Service ………………………………………………..…….   20% 
Commitment ……………………………………………………………    20% 
Participation in Company Activities ……………………………....    05% 

TOTAL ……………………………………………………………………..  100% 
 

Awardee will receive a certificate and 1000.00 pesos cash. 
 

 MODEL EMPLOYEE OF THE YEAR 

 
GUIDELINES: 

 
1. This award will be given once a year (Christmas Party). 
2. This award is open for Head Office Employees only. 

3. The recipient of the award will come from the four employees of the quarter 
awardees.  

4. Head Office Employees will be given the opportunity to vote their MODEL 

EMPLOYEE OF THE YEAR. 
5. To vote, the employee should get a vote slip from the Human Resources Unit 

and accomplish the form. After which, return it to the unit. 
6. Employees can vote until the day before the Christmas Party. 
7. All votes will be tallied by the Human Resources Unit. 

8. The nominee who will get the most number of votes will be awarded as the 
MODEL EMPLOYEE OF THE YEAR. 

9. Awardee will receive a certificate and 3,000 pesos cash. 
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ETHICS AND COMPLIANCE POLICIES 
 
 

EMPLOYEE PRIVACY 

The company reserves the right to monitor assets and work environments in 
compliance with Philippine government laws. This is to avoid misconduct, 

security violations, and criminal activities. Therefore employees must take note 
of the following: 

 EMPLOYMENT BACKGROUND INVESTIGATION 

In the company application form, the applicant agrees for the company to 

conduct background investigation by affixing his/her signature. The Human 
Resource Unit shall investigate only information relevant to the job. They shall 

look into the following: 

 Educational Background  

    Inquire on the authenticity of the diploma and/or certificates claimed to 
obtain. 

 Previous Work Experience 

     Check on applicant previous companies declared employee position, salary, 

and reason for leaving the company.  Also, find out if submitted certificate of 
employment and clearance are genuine.  

Medical History 

    Confirm if the applicant is able to perform essential functions of the job 

through the result of Pre-Employment Medical Exam. 

 Credit Report 

     This procedure shall be done for positions which involve money. The 
applicant must furnish the company a written consent allowing us to view 

his/her credit report. 

 Criminal Record 

     Verify the legitimacy of submitted police clearance and NBI clearance. The 
company has the right to deny a convicted felon if the conviction is related 
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to the job being applied. Although, the company do not reject an applicant 
because of an arrest record or a prior conviction that was already pardoned. 

 ALCOHOL/DRUG TESTING 

The company may require an employee to undergo a drug test if there is a 
strong ground that the employee reported to work under the influence of drugs 
or alcohol. This may also be required if the employee engaged in an on-the-job 

accident. The Human Resources Unit must treat drug or alcohol test results in 
utmost confidentiality. 

 WORKPLACE AREA 

The company reserves the right to inspect and search its furniture and 

equipment, as well as any other personal property of the employees as long as 
the individual concerned is present. A search on an employee workplace area 
shall be conducted only when necessary. A written authorization shall be 

obtained from the President before doing such action. The manner of search 
must always display respect of employee dignity.  

Reminder: 

 All furniture and equipment made available to employees in the course of 

their employment are and remain the property of the company. 

 The company shall not be responsible to any loss or damage to employees' 

personal property brought into the workplace. 

 ELECTRONIC DOCUMENTS 

The company has the right to access information stored in CISP computers as 

well as to retrieve data from outlook messenger and webmails even if these are 
password protected or already deleted by the user. 

CONFIDENTIALITY 
 
Confidentiality is vital to any business. Any accessed and gained information 

must be handled in strict confidence. All employees are expected to be part of 
ensuring internal security of business information and trade secrets. While in 
the employ of the company, the employee is directed not to communicate or 

disclose to or use for the benefit of himself/herself or any person, firm, 
association or cooperative without prior written consent of the company, any 
confidential information owned, or used by the company that may be 

communicated to, acquired or learned of by the employee in the course of or as 
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a result of the employee’s employment with the Company. The following list is 
examples of confidential information that should not be divulge to anybody: 

  
1. policies and procedures 

2.business marketing strategies 
3.products and services specifications (to direct competitors) 
4.prospective and existing clients (to direct competitors) 

5.client information 
6.compensation data 
7.training manuals 

8.company forms 
            

All confidential information relating to the business of the company, which 
shall be used or prepared or come into contact with shall become the sole 
property of the company. 

 
Confidential information means information, not generally known, about the 

company’s clients, processes, services and products, whether written or not, 
including information relating to research, accounting, marketing, selling, and 
the identity of the current and prospective customers and client information. 

Confidential information extends to trade secrets and confidential information 
howsoever stored, whether in hard copy documents, records, or computer 
programs.  Also, all information concerning the amount of remuneration paid 

to the employee is to be treated at strict confidentiality. You must not discuss 
such information with other staff members of the Company or any other 

persons outside the Company. 
 
Confidential Information shall exclude any information that would be generally 

known or readily available to a person with experience in the life insurance 
industry.  
 

 ACCURACY OF DISCLOSURE INFORMATION 

 
Always make sure that disclosed information forwarded to regulating bodies 

(Insurance Commission and Cooperative Development Authority), media, 
external auditor, cooperative members, and other patrons are true and correct. 

 
 INSIDER TRADING 

 
Insider trading includes engaging in investments that are based with material 

nonpublic information. Disclosing any information (e.g. employee salary, 
change management, financial status, etc.)  to other employees who are not 
concerned about a certain situation or divulging such to an outsider is also 

considered insider trading. All employees are expected NOT to engaged in such 
acts. 
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VIOLATION OF THIS POLICY MAY BE SUBJECT TO POSSIBLE LEGAL 
ACTION. 

 
CONFLICT OF INTEREST STANDARDS 
 
The company expects utmost good faith in the performance of duties and 
responsibilities of all employees. Employees are expected to carry out work for 
the company gain and not for any personal gain. All company properties and 

assets shall be utilized for the benefit of the company.  
 
Keep in mind that each employee has the obligation to avoid any business 

interest or relationship, financial or otherwise that might adversely affect or 
influence their judgment in the services offered by the company. The said 

behavior can tend to impair also public confidence in the company if not 
avoided. A conflict of interest arises when personal interest interferes with the 
company interest. In cases where an employee perceives that there is a 

potential conflict of interest or conflict of interest already exists, it is best to 
disclose the said information to your immediate superior. Continue only with 

the transaction upon receipt of a written approval from authorized decision-
maker/s. 
  

COMMON TYPES OF CONFLICT OF INTEREST: 
 

 INFLUENCING BUSINESS FOR PERSONAL GAIN 

 
This refers to conflict between employee interest and CISP interest. This occurs 

when the employee attempts to influence a transaction for any personal gain, 
or for the benefit of a family member or another person with close relationship 
through his/her position. 

 

 FAVORED TREATMENT 

 
This refers to situations wherein employee’s position is used to hire or promote, 
or to select suppliers or contractors, etc. 

 

 CLOSE PERSONAL RELATIONSHIPS 

 
This refers to romantic relationship between two employees of the company. As 
much as possible, this should be avoided as this may get in the way with 

employee’s individual judgment, arise employee morale issues, and worst 
sexual harassment claim. It should also be avoided to ensure that there is no 

work disruption. 
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 OFFER OR ACCEPTANCE OF GIFTS 

This practice is prohibited as this may create a sense of obligation to any of the 

party. Gifts can be in monetary or non-monetary form. Although customary 
business meals are not considered as gifts as they are like routine meals, 
similar in cost to your own meals when you entertain clients.  

 POLITICAL CONTRIBUTIONS AND GIFTING 

 
Political contributions and gifting is strictly forbidden as it creates a sense of 
obligation to either party and at the same time may affect company image and 

status.  

 
 OUTSIDE EMPLOYMENT AND ENGAGEMENTS 

 

The Company provides full compensation to all employees and the latter are 
expected to be honest in giving full service to the Company during working 

hours, Mondays to Fridays. This means that all employees are expected to 
devote full attention, time and effort to their work for which they are being paid 
salaries by the Company. 

 
All employees are therefore expressly prohibited from marketing other products 
and services related to insurance.  

 
In the spirit of entrepreneurship and in their desire to augment their income 

from CISP, employees may engage in other means of livelihood.  Examples of 
this could be engaging in direct selling activities given this is NOT DONE 
DURING WORKING HOURS, consultancy work given that this is done AFTER 

OFFICE HOURS or DURING WEEKENDS, owning a restaurant or retail shop 
like sari-sari store, provided they themselves will not personally manage such 
business establishments, etc. 

 
To ensure that no conflict of interest occurs, employees are advised to seek first 

the written clearance from the President before they engage in such activities. If 
they are already engaged in other business activities, claiming that their family 
members are the ones actually managing those, the concerned employees must 

immediately report these to the President through the Human Resources Unit 
in order to avoid suspicion or misunderstanding in the future. 

 
VIOLATION OF THIS POLICY MAY BE SUBJECT TO POSSIBLE LEGAL 
ACTION. 
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COMPLIANCE STANDARDS 
 

 SAFETY AND SECURITY 

 
The company exerts a lot of effort to create a job hazard free environment and 

control work related accidents. This effort is further realized when employees 
participate and cooperate in prescribed safety and security standards. A safe 
working environment can translate to more efficient and productive employees. 

 
To maintain a safe and secure work environment, all employees undergo 
training on safety and security standard. Any change is communicated through 

Management Committee meeting Bulletin, Memorandum, and Board posting. 
 

Below are the following safety and security compliance standards that should 
be strictly followed:  
 

1. Submit to company-authorized security personnel in the performance of 
their duty.  

a. Employee shall be allowed to enter the company premises upon 
presentation of official company ID. 

b. Employee must submit himself/herself to inspection of what is brought 

in/out of the company premises. 
c. Upon entry of the company premises, register personal property (e.g. 

laptop) brought inside the company. 

2. No Smoking campaign within the company premises as the act may cause 
fire and endanger company records which are crucial to the company 

operations. 
3. Bringing in of any deadly weapon as defined by law is strictly prohibited. 
4. When authorized to drive the company car, ensure that you have a valid 

driver’s license and is not under the influence of alcohol or drugs. It is also 
important to practice safe driving as you are bringing the name of the 

company. Any incurred accident might affect company image and status. 
5.  Always inform your immediate superior of any medication that may lead to 

drowsiness or other side effects that can possibly hurt you or other 

employees. 
6. Always report occupational injuries and illnesses to any Human Resources 

personnel. 

7. Always notify the Human Resources Unit when you or another employee 
harbors a contagious disease that may endanger the health of others. 

8. Always report unsafe working conditions, or dysfunctional equipment or 
furniture. 

 

In the event of a work-related accident, the company shall provide assistance to 
the injured worker in acquiring medical treatment.  The company shall also 

monitor the injured worker's progress during the recuperation period.   
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VIOLATION OF THIS POLICY MAY BE SUBJECT TO POSSIBLE LEGAL 

ACTION. 
 

 FIRE SAFETY 

 
The Administrative and General Services Unit Head in cooperation with all 

other unit heads shall be responsible for ensuring safety in the Head Office. On 
the other hand, Customer Service Associates in coordination with the Building 

Administrator or landlord of the building where CISP is renting office space 
shall be the one responsible for safeguarding Area offices. These employees 
shall strictly implement all the relevant provisions of the laws and ordinances 

issued by the national and local government units on all matters affecting fire 
safety. 
 

All offices shall have and properly maintain through annual check-up the 
required number of fire extinguishers. Fire exits shall at all times be kept free 

of obstacles to facilitate immediate exit of employees in case of fire or other 
emergencies. 
 

Fire hazards such as combustible materials, stoves, coffee/water heaters, 
ovens, etc. shall be properly safeguarded. Appropriate rules and regulations on 

fire safety, such as those on the use of computers, audio and video equipment 
shall be prepared by the Administrative and General Services Supervisor and 
shall be implemented strictly. 

 
The Administrative and General Services Supervisor shall make an annual 
review of the status of fire safety in the Head Office, and shall include this 

subject whenever he/she conducts a field audit in the Area offices. 
 

Other appropriate rules and regulations on dealing with other emergencies, like 
earthquake, floods, building safety and the likes shall be issued from time to 
time, instead of waiting for such emergencies to occur and then reacting after 

the event has already happened. 
 

 COMPLIANCE WITH APPLICABLE LAWS AND REGULATIONS 

 
The company complies with all applicable laws and regulations in accordance 

to highest ethical standards. The Management along with all its employees is 
committed to ensure a company image that is fair and equal in all transactions 

to all its stakeholders. They also ensure that business is for the service of the 
Filipino by continuously innovating products and services that are of high 
quality yet very affordable. Employees must keep in mind that any unfair 

practice such as misrepresentation of material facts, data manipulation, etc. 
shall NOT be tolerated and shall have a corresponding disciplinary action. 
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 COMPLYING WITH PROFESSIONAL QUALIFICATIONS 

 
All CISP General Agency Managers and Financial Advisors are expected to 

obtain their license from the Insurance Commission as required also by the 
said agency. 
 

 SALES PRESENTATION 

 

All General Agency Managers and Financial Advisors) are expected to comply 
with the prescribed Code of Ethics of the Insurance Commission. 
 
The following unethical practices are grounds for an insurance agent’s license 

to be revoked: 

REBATING 

-The insurance agent is sharing its commission to his/her client. 

TWISTING 

-This is when the insurance agent is persuading a policyholder to 

lapse or terminate a policy so that the client will be able to buy a new 

policy from him/her. 

MISREPRESENTATION 

-The insurance agent tells things (whether oral or written) that are 

not true about the benefits of the policy. 

KNOCKING 

-The insurance agent in this case makes derogatory remarks against 

other agents or other insurance companies to be able to make a 

sale. 

OVERLOADING 

-The insurance agent is offering more than what the prospective 

client can afford. 

UNREMITTED PREMIUM COLLECTION 

-This is when the insurance agent is not remitting to the company 

premiums paid by the policyholder. 

CONCEALMENT AND MODIFICATION OF STATEMENTS BY AN 

APPLICANT 

-The insurance agent in this matter conceals or modifies answers of 

prospective client in the application. 

 

 

 



 

Cooperative Insurance System of the Philippines Page 96 
 

 COMPLIANCE WITH ANTI-MONEY LAUNDERING ACT 
 
The company is strongly committed in fight against money laundering which is 

a method used by terrorists to finance their activities. To ensure this, 
employees concerned must make sure of the conduct of proper customer due 

diligence to establish the true identity of the client and his/her source of funds. 
Any suspicions related to money laundering must be reported immediately to 
the Management. Bear in mind that failure to identify and report such possible 

act can result to a disciplinary action and worst a legal liability. 

 
 USE OF COMPANY PROPERTY 

 
The Management shall impress upon the employee his responsibility in 
safeguarding company properties through its proper use and maintenance. All 

company properties are essential in the attainment of efficient and profitable 
operations. 
 

Operation of certain company assets are limited only to authorized personnel 
(e.g. company vehicle), to be designated by the Department/Unit Head who 

shall set up the guidelines for the proper use of said assets. 
 
Unauthorized and/or improper use of company assets shall be subject to 

disciplinary measures. 
 

CUSTODIAN REPORT 
 
Any employee entrusted by the company to properly safeguard, operate, use, 

maintain, dispose, consume and/or control company assets shall be a 
custodian. 
 

An agreement on trust shall be deemed entered into between an employee and 
the company when said employee is designated as a custodian of a company 

property though a simple verbal order, a statement in the employee’s job 
description or through a material issue slip or any of the company’s property 
control document. 

 
Any breach of this trust shall be subject to a disciplinary action as provided for 
in the Code of Conduct. 

 
INCIDENT REPORT 

 
Any loss or damage to company properties should be immediately reported 
through the Incident Reporting system. Concerned employees shall do a write-

up of the incident and it shall be forwarded to the Human Resources Unit for 
investigation. 
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Failure to report loss or damage within 24 hours from the time of the incident 

shall be considered as a deliberate cover-up and shall be dealt with disciplinary 
measures. 
 
 RECORDS KEEPING AND RETENTION 

Storage facilities are allocated which ensure that all stored records are 
identifiable and retrievable, and the storage areas are free from damp and other 
agents which could cause premature deterioration. On the other hand, records 

maintained on computer magnetic media are subject to "back-up" at regular 
intervals. The "back-up" information must be stored in a protected location to 

ensure security from loss/ damage of active data.  

All records are retained for a minimum of 7 years.  

VIOLATION OF THIS POLICY MAY BE SUBJECT TO POSSIBLE LEGAL 
ACTION. 

 
ETHICS 
 

Employees are expected to demonstrate proper ethics at all times.  
 
Refer to CISP Employee Code of Conduct for list of chargeable offenses and 

their corresponding corrective measure. 

 
LOANS 
 
The Management shall ensure that every payday, the employees shall receive 
take home pay amounts that are at least higher than the total deductions made 

from their salaries. The amounts received by the employees should be sufficient 
to sustain their economic needs for four weeks. 

 
The Management shall take steps to avoid any unfortunate situation that might 
be brought about by uncontrolled employee loans obtained simultaneously, or 

one after another, without waiting for one loan to be fully paid up before 
another loan is secured. 
 

Disastrous payroll deductions can adversely affect the morale and personal 
motivation of concerned employees. 

 
Some employees may argue that these being personal loans, the Management 
have no right to interfere. This is unacceptable. Where employee morale is 

concerned, the Management has all the right to intervene if only to preserve the 
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moral integrity of compensation management and the resulting effects on 
employee motivation. 

 
Employees can loan through the Employees Credit Cooperative (ECC). The 

Human Resources Unit will control the applications for employee loans PAID 
THROUGH PAYROLL DEDUCTION. Before being granted a loan in ECC, the 
employee needs to seek clearance from the Human Resources Unit. The 

company will not allow any payment for other loans that could break this 
policy on take home pay limits. This is to ensure that employees will live 
decently. 

 
It is important to note that no employee may enter into any loan transaction, 

nor purchase any product or service, nor apply for any pre-need plan that will 
entail his/her payment through CISP salary deduction. Any exception to this 
policy requires the prior approval of the President. 

 

COPYRIGHT LAWS 

Articles, newsletters, magazines, newspapers, journals, books, drawings, 
movies, musical recordings, and software are all considered copyrighted works. 

If a portion of the copyrighted work is used, ensure that the author/artist of 
the work is properly cited.  Be reminded also that you cannot reproduce such 
materials without permission. Even if there is no copyright notice, bear in mind 

that such works are protected by the Copyright law.  

Computer software is covered by licensing agreements that typically prohibit 
unauthorized use or copying. An employee should never make unauthorized 
copies of software created by CISP. Also, never load unlicensed software onto 

CISP computer equipment. Downloading unauthorized software from the 
Internet is strictly prohibited unless (1) you hold a software license that 

permits such an installation, and (2) you have the approval of your 
department/unit head and the Information and Technology Officer. 
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SEPARATION FROM EMPLOYMENT 
 
The employer – employee relationship between CISP and an employee may be 

severed as follows: 
 

1. As initiated by the employee (resignation) 

 
2. Through the initiative of the Company (termination for cause, 

retrenchment due to financial losses, installation of labor-saving 
devices, redundancy, downsizing) 

 

3. Due to the normal operation of a company policy (retirement). 

 
RESIGNATION 
 

1. An employee who is resigning must submit his/her letter of resignation 
at least thirty (30) days prior to the effectivity of his/her resignation. 

 
2. During this 30 – day period, he/she shall not be allowed to go on 

vacation leave to give the company time to find, hire and train a 
replacement. 

 

However, in case the Company is able to find a replacement to take over 
the resigning employee’s responsibilities before the 30 – day requirement, 

the employee may be allowed to go on leave. 
 

3. The outstanding accounts of the resigning employee with the company 

shall be deducted from whatever amount is due to him/her. If the 
amount that the employee is expected to receive cannot cover the 
outstanding balance, the employee shall be made to pay the balance in 

full, in cash. 
 

4. Payments due to the employee shall be given upon presentation of the 
following: 

 

a. Copy of the letter of resignation 
b. Copy of Notice of Receipt of Resignation from the Human 

Resources Unit 

c. Exit Interview 
d. Accomplished exit clearance and quitclaim form 
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BENEFITS OF A RESIGNING EMPLOYEE 
 

Except as herein provided and as may be provided in the retirement plan, a 
resigning employee shall not be entitled to separation benefits except the 

following: 
 

a. Commutation of unused and earned vacation leave credits      

     and sick leave credits 
b. Pro-rated Thirteenth (13th) month pay 

 

However, a resigning employee who fails to comply with the 30-day notice on 
resignation shall forfeit the benefits mentioned above unless Management 

approves release of said benefits. 
 
NOTE: 

 
Benefits not claimed within three (3) months due to non-processing of exit 

clearance shall be forfeited in favor of the company. 
 

RETIREMENT 

 
1. Any employee who reaches the age of sixty-five (65) shall be compulsorily 

retired from the service, provided however that the Board of Directors in 

special cases may extend his services, provided further that any and all 
benefits thereafter will not apply to the extendee and computation of 
benefits will be as of the age of 65. 

 
2. For purposes of computation of the length of service and gratuity 

benefits, the commencement of the service of an employee begins on the 
first day of his employment. 
 

3. A fraction of six (6) months or more shall be considered as one(1) year 

and a fraction of less than six (6) months shall be considered as one-half 
(1/2) year. 

 
4. Nothing in this policy shall prevent the Board of Directors from providing 

for such other benefits to the retiree for exemplary services. 

 

TERMINATION FOR CAUSE 
 
The Company shall terminate the services of an employee for any of the 

following causes, as defined in the Labor Code and company Code of Conduct: 
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1. Serious misconduct or willful disobedience by the employee of the lawful 
orders of his employer or representative in connection with his work. 

 
2. Gross and habitual neglect by the employee of his duties. 

 
3. Fraud or willful breach by the employee of the trust reposed in him by 

his employer or duly authorized representative. 

 
4. Commission of a crime or offense by the employee against the person of 

his employer or any immediate member of his family or his duly 

authorized representative. 
 

5. Other causes analogous to the foregoing. 
 

6. Capital Offenses defined in CISP Company Code of Conduct and 
aggregate offenses. 

 
7. Closure of the Company  

 
8. Reduction of personnel due to installation of labor-saving devices, 

redundancy, downsizing, or due to actual or imminent financial losses by 

the Company. 
 

9. Suffering from any disease and whose continued employment is 

prejudicial to the employee’s health and/or to the health of his co-
employees. 

 
If an employee’s service is terminated due to any cause as listed in items 1 – 6 
above, the employee shall not receive any benefit from the Company. 

 
The Company shall observe all the legal requirements of due process before 

implementing a termination for cause, i.e. terminations defined in items no. 1 – 
6 above. 
 

If an employee’s service is terminated due to the installation of labor-saving 
devices or redundancy, the employee shall be paid a separation pay equivalent 
to one month pay, or one month pay for every year of service, whichever is 

higher. 
 

If an employee’s service is terminated due to the closure of the company or 
downsizing because of actual or imminent financial losses,  or due to disease 
as stated in item no. 8 above, the separation pay shall be equivalent to one 

month pay, or one-half month pay for every year of service, whichever is 
higher. 
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If an employee is entitled to separation pay as defined in the preceding 
paragraphs, he/she shall receive the following within a reasonable period of 

time after his/her separation: 
 

1. Separation pay 
2. Prorated 13th month pay 
3. Cash value of his earned and unused vacation leave credits 

4. Cash value of his earned and unused sick leave credits 
 
Just like in the case of resignation or retirement, an employee’s outstanding 

accounts shall be deducted from whatever separation pay and/or other 
benefits due to him/her. 

 
The policies on accomplishment of a clearance and quitclaim form and the 
required proper turn-over of company properties, documents, files and records 

in his/her custody shall also be observed prior to the payment of separation 
pay and/or other benefits. 

 
For the Accountant and the Cashier Supervisor, a comprehensive audit shall 
first be completed and an audit report be submitted to the President prior to 

the release of separation pay. 
 

CLEARANCE AND WAIVER/QUITCLAIM 
 

Both the Clearance form and the Waiver/Quitclaim form shall be accomplished 
upon separation from employment and before any retirement pay or any 

resignation benefit is paid to the leaving employee. 
 
The Clearance Form, sample attached, shall indicate the outstanding 

accountability, if any, of the leaving employee.  The form is to be routed to the 
following signatories for their written approvals: 
 

1. Employee’s Department/Unit Head 
2. Admin and General Services Supervisor 

3. Information and Technology Officer 
4. Cashier Supervisor 
5. Accountant 

6. Internal Auditor 
7. HR Manager 
8. EVP/COO 

9. President 
 

If the leaving employee is field-based, i.e. Customer Service Associate, the 
following signatories shall be added to the above list of approving personnel: 
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10.Underwriting Manager 
11.Claims Manager 

 
The Clearance Form shall indicate not only the financial accountabilities, if 

any, but also the proper turn-over of the following: 
 
Company car, if any 

All used and unused accountable forms 
Keys to the office, drawers, file cabinets, etc. 
All documents, records, files, computer diskettes, flash drive, etc. 

Office properties such as computer, typewriter, stapler, puncher, calculator, 
fax machine, etc. 

 
If the employee is a computer user, the immediate superior must be sure that 
he/she knows the computer password of the leaving employee and that all 

computer files have not been erased, altered or compromised in any manner. 
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CORPORATE SOCIAL RESPONSIBILITY 
 

Corporate Social Responsibility or CSR is about how companies manage 

the business processes to produce an overall positive impact on society. A 
concept whereby companies integrate social and environmental concerns in 
their business operations and in their interaction with their stakeholders on a 

voluntary basis. It can involve incurring short-term costs that do not provide 
an immediate financial benefit to the company, but instead promote positive 

social and environmental change.   
 
Employees are not obliged to participate in Corporate Social 

Responsibility activities but is highly encouraged to do so. The said activities 
basically aims to share a part of the company income to the society but more 
so for its employees to be of service to others. The company expects its 

employees to find some meaning and realization through the activities. In the 
end, the employees find it rewarding more than just an added work to do.  

 
ENVIRONMENTAL CAUSE 
 

 WASTE SEGREGATION CAMPAIGN 
 

An awareness campaign in coordination with Baranggay Pinyahan officials. The 
Human Resources Unit shall present to the CISP employees a presentation on 
Waste Segregation aligned with the Quezon City Program. Then the CISP will be 

donating garbage cans to various institutions in Baranggay Pinyahan which 
will further promote Waste Segregation Campaign of Quezon City Local 
Government. The garbage cans will have CISP logo. 

 
Objectives: 

 
1.To increase CISP employees and public awareness on Waste Segregation. 
2.To further help in reducing garbage related problems. 

3.To introduce the value of recycling. 
 

 SUSTAINABLE TREE PLANTING PROJECT 
 
A Sustainable Tree Planting Project in collaboration with Department of 

Environment and Natural Resources (DENR) Bayanihan Program.  In this 
project, the company will shoulder only cost of seedlings to be planted, 

transportation and meal of employee volunteers. 
 

Objectives: 

1. To have a contribution in saving Mother Earth. 
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2. To help against the fight on Global Warming. 
3. To enhance employee awareness on environmental impact of lack of trees 

due to illegal logging. 
4. To increase employee awareness on the current need to plant trees because 

of drastic environmental changes. 
5. To develop the value of volunteerism among CISP employees. 
 

SOCIAL CAUSE 

 

 BLOODLETTING 
 

The employees will donate blood. This will be in coordination with Red Cross 
Philippines.  
 

 WALK FOR A CAUSE/FUN RUN 
 

This activity is spearheaded by Philippine Life insurance Association (PLIA). 
Employees walk from one point to another as part of the Philippine Life 
Insurance Consciousness Week activities and then donate a certain amount for 

the benefit of PGH Cancer patients. 
 
 LEND A HAND & SHARE A JOY PROGRAM 

 
A CSR Program that relieves Filipino trademark of Bayanihan. In times of 

calamities or disasters, the company along with its employees sends relief 
goods to the victims directly or through other organization/s (e.g. Red Cross, 
Sagip Kapamilya, Kapuso Foundation, etc.). 

 
 VISIT AND BRING HOME A SMILE PROGRAM 
 

CISP visits institutions for children or elderly. Share some time to be with them 
and listen to their stories. 

 
 LITERACY PROGRAM 
 

This activity will enable employees to share their knowledge in different fields 
such as Math, English, Science or Art, or share their skills in dancing, singing, 

drawing, or painting with the less fortunate. This is a good venue for them to 
develop their critical thinking skills and creativity. 
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