
 

 

 

 

 

                
 

 

  
 

 

 

 

 

 
 

 

                
 

 

                
 

 

 

                  
 

 

 

 

 

 

 

 

 

    
 

 

 

 

 

 
 

 

 

      
 

 

 

 

 



 

 

  

 
 

 

   
 

 

  

 
 

 
 

 

  
 

 

 

 

            
 

 

 

 

 
 

 
 

 
 

 

 

 
 

 

 

 
 

 

             
 

 

 
 

  



 

 

 

 

 
 

 

 

 
 

 

 

 
 
 

 

 

  
 

 

  

 
 

 

  
 

 

 

 

 

  
 

 

  

 

 
 

 

 

 

 

  
 

 

  

 
 

 

 

 

 
 

  



 

  
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 



 

 

 
   

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

             
 

 

 

 

 

 
 

 

 

 

 

 
 

 
 

 

  
 

 

  



 

  
 

 

 
 

 

 

 

 

 

 

 
 

 

 

 

 

               
 

 

 

 
 

 
 

 

 

 First offence – Verbal reprimand 

 
 Second offence – Written reprimand 

 

 Third offense – 7 days suspension to dismissal



 

 

 

 

 

 

 

 
 

 

 

 
 

 

            
 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



 

  

 

 

         
 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Steps in Handling Administrative  

 

1. Initial investigation and evidence gathering (documents, interviews, etc,) is conducted by the 

immediate superior of the concerned employee. 

 

2. Based on the results of initial investigation, the immediate superior, determines possible 

violation and informs the Head. 

 

3. The Code of Conduct Committee is formed and organized and the Show Cause Memo is 

prepared and released to the employee by the immediate superior. The code of Conduct 

Committee shall be composed of the BIBC GM as the Committee Chair, BIBC Finance 

Officer and BIBC Account Officer 2. 

 

4. Clarificatory/Due Process Meetings/Administrative Hearings are conducted by the Code of 

Conduct Committee and case evaluation and deliberation is conducted afterwards. 

 

5. Appropriate sanction is determined by the Code of Conduct Committee and a 

Memo/Resolution/ Notice of Discipline is prepared and sent to the concerned employee 

informing him/her of the results of the investigation as well as the sanction to be imposed. 

Immediate superior releases the Memo/Resolution/Notice of Discipline to the employee. 

 

6. For cases involving termination, the approval of General Manager is required prior to 

execution. 

 

7. In cases where in the Code of Conduct Committee is not able to reach a decision, a 

reinvestigation is to be conducted gathering some other related information to finally arrive 

at a final decision. 

 

 

 

 

(SGD) LAARNI C. SANTOS 

 

 

 

Endorsed by:        Approved by: 

(SGD) HENRY JULES V. DREYFUS     (SGD) GIL A. SANTOS



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 
 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

 

   



 

  

 

 

             
 

 

             
 

 

             
 

 

 

 

 

 

 

 
 

 

 

 

 

 

          
 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

 

 



 

 

 

 

 
 

 

 

 

 

 
 

 

  
 

 

 

 

 

   

 

 

 

 

 

 
 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 



 

           
 

 

 

 

 

 

 

 

 

 

 

  
 

 

            
 

 

 

 
 

 

          
 

 

 
 

 

 

 

 

 
 

 

  

 

 

 

    
 

 

 

 

 

 
 

   



 

    

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

                
 

 

 

 

 



 

  

 

 

 
 

 

    
 

 

 

        
 

 

 

 
 

 

  
 

 

 

        
 

 

 

                  
 

 

 

                
 

 

 
 

 

 

                
 

 

 

 

 

        
 

 

 

 

 

 
 

 
 

   



 

             

 

 

 
 

 

             
 

 

 

 

 

 

 

 

            
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

            
 

 

 

 



 

   
 

  
 

 

   
 


