Rules of Conduct
I.

Scope
All employees

II.

Policy Statement
1. National Reinsurance Corporation of the Philippines (the “Company”) believes
that maintaining a peaceful and harmonious work environment will contribute to
increased work productivity and employee job satisfaction. In order to achieve
this, it is necessary to establish standards of conduct among its employees and
to promote employee discipline and compliance with Company policies, rules,
regulations and procedures.
2. In support of the Company’s Code of Ethics which identifies the norms of
business conduct and ethics that all Company employees are expected to
commit to, the Company maintains a set of rules and regulations which serves
as a guide to employee behavior and actions in the workplace.
3. Employment in the Company signifies willingness and commitment to perform
according to standards set by management and to abide by all the policies and
procedures as well as rules and regulations of the Company.
4. The right to fire and discipline are purely management prerogatives.
Management shall take administrative or disciplinary action for employee
violations of Company policies, procedures, rules and regulations, in order to
preserve order and discipline within the organization.
5. In carrying out its responsibility and prerogative to fire and discipline,
management shall at all times uphold the value of fairness and render
decisions affecting its employees in a just and impartial manner.

III.

Policy Provisions
1. Taking disciplinary action is basically the responsibility of the immediate head
of the employee concerned (section, department or division heads), in the
same manner that he / she is responsible for ensuring that his / her staff are
performing their work and conducting themselves in accordance with
expectations and standards set.
2. Employees found to have violated Company rules and regulations and are
subject to disciplinary action, such as suspension or dismissal, shall be
accorded a fair and impartial investigation. He / she shall be given the
opportunity to explain himself / herself before any disciplinary action is decided
on and carried out.

3. In most cases, disciplinary action is taken as a corrective measure. Depending
upon the severity of the case, Management shall adopt a system of progressive
discipline, as follows:
3.1 Written Warning. A written warning is given to the employee concerned,
a copy of which will be placed in the employee’s 201 file. A series of
written warnings may be issued prior to imposing a heavier or more
serious disciplinary action. There are cases, however, when the employee
may be subject to suspension or dismissal depending on the nature of the
offense.
3.2 Suspension without pay and benefits. Generally, this is imposed when,
after being given a warning or warnings, the employee does not show any
change in behavior. Suspension may range from 3 to 5 days depending
on the seriousness of the violation.
In order to protect the interest of the Company and those involved in the
case, management may impose preventive suspension at any time.
3.3 Dismissal / Termination of Employment. This disciplinary action is
normally taken when all other forms of discipline have been used or when
the nature or the severity of the offense justifies such action.
4. An employee has the right to appeal any disciplinary action or penalty imposed
on him / her.
5. Restitution / Forfeiture of Benefits
5.1 Restitution may be imposed independently or along with any other
penalties in cases of loss or damage to Company properties, its
employees, or clients. The Company may recover the amount involved by
salary deduction as a means for offender to pay the amount involved.
Restitution, however, shall in no way lessen the penalties attached to the
infraction.
5.2 Forfeiture of benefits or privileges may also be effected in cases where
violations were incurred in connection with or arising from availment of
said benefits.
6. Generally, violations of policies, rules and regulations are cumulative within the
tenure of the employee. Cases involving attendance and punctuality shall be
considered cumulative within a calendar year (except cases of AWOL that may
be subject to dismissal on the first offense, depending on the circumstances).
7. All offenses not specifically described herein shall be dealt with in a manner
deemed appropriate by management, depending upon the circumstances of
each case.

8. Management reserves the right to impose a lower penalty than what is
prescribed in the code of conduct depending on the damage caused by the
violation, the circumstances of each case and the aggravating and/or mitigating
conditions surrounding the case.
9. Taking administrative action is without prejudice to pursuing appropriate
criminal and/or civil action by the Company against the offender.
10. The Company’s performance management system is likewise a means through
which employee discipline is maintained and where employee work
performance and behaviors that are not in accordance with Company policies,
procedures, rules and regulations, are documented and corrected.
11. Rules of Conduct
This set of Rules of Conduct is for the proper guidance and compliance by all
employees. It incorporates the core values and norms of behavior that the
Company strives to uphold in all aspects of its business.
This must be read in conjunction with the Company’s Code of Ethics.
The table of administrative offenses and sanctions below shall have the
following legend:
WW

- Written Warning

FWW - Final Written Warning
S (#) - Suspension (number sign after S represents no. of days)
D

- Dismissal

11.1 Upholding FAITH, Trust and Confidence
The Company identifies Fairness, Accountability, Integrity,
Transparency and Honesty as its core values to be observed by all
directors, officers and employees in carrying out their responsibilities,
protecting the interests of the Company, as well as in following the
Company’s policies, procedures, rules and regulations.
The offer of employment by the Company and the acceptance of the offer
by the employee imply a commitment to one another to deal with each
other in a fair, honest and just manner.
These values are particularly important in the Company because the
business of insurance and reinsurance are based on the principle of
utmost fidelity and good faith. The insurer or reinsurer relies on the

honesty and integrity of client information obtained as a prerequisite to risk
acceptance. In the same manner, the insuring and reinsuring public relies
on the ability of the Company to make good its “promise” or commitment
to indemnify our clients. All Company employees must therefore have
unquestionable integrity.
From the point of view of management, executives, managers and
supervisors are entrusted with a great deal of trust and confidence by the
Company. They are entrusted with responsibility for managing people in
order to help the Company establish and achieve its goals and objectives.
Carrying out their supervisory and managerial responsibilities comes with
specific authorities, which they are expected to use prudently.
The Company likewise expects all employees to maintain the
confidentiality and security of information, funds and business records
entrusted to them in the course of doing their work.
It is every employee’s responsibility to handle funds for its intended
purpose and in accordance with Company rules and regulations.
It is also the primary responsibility of employees to not reveal or divulge at
any time during employment or after employment, any information
acquired during employment with the Company concerning any of the
activities, transactions or affairs of the Company and its clients, where
such disclosure could be useful to the Company’s competitors or could
otherwise harm the interests of the Company and its clients, business
sources and affiliates.
Officers and employees who have knowledge of and access to material
information not yet disclosed to the public are prohibited to use these
information in trading Company securities / shares. Material information
includes but is not limited to financial results, projections of future earnings
or losses, news of pending merger or acquisition, changes in the
corporate structure and key management positions, etc.
Description of Offense / Violation
Theft and robbery of Company property or stealing
from co-employee
Malversation of Company funds
Falsification of personnel, medical and other
Company records
Willful breach of trust where continuance in service is
inimical to the Company's interest.
Soliciting, offering or accepting anything of value in
exchange for a job, work assignment, or favorable
condition of work.

Sanctions for Frequency/ies
1st
D
D
D
D

D

2nd

3rd

4th

5th

Substituting Company materials or equipment with
another of inferior quality or lesser value.
Doing work during office hours for personal benefit or
gain.
Soliciting or receiving fees, commissions, lavish gifts
from clients, suppliers, service providers in exchange
for favorable business deals.
Directly or indirectly requesting or receiving any gift,
percentage or benefit for his past, present or intended
intervention in any dealings between the Company
and any other party.
Use of corporate funds for payment of expenditures
not authorized or not reimbursable under the
Company policy.
Providing paid consulting services or working parttime for a competitor; starting a Company that
provides similar services to similar clients.
False claims for reimbursements
Giving false testimony (adding or concealing material
facts) during Company investigation
Disclosure of confidential data, trade secrets or
classified information to any unauthorized persons.
Insider trading - use and disclosure of material nonpublic information in trading of Company shares /
securities
Bringing out Company records of any kind without
authority.
Failure to turn in collection money (cash or check)
or liquidate cash advances within the prescribed
period

D
S3

S5

D

WW

S3

D

WW

D

D

D

D

D
D
D
D

D

11.2 Job Performance
The primary responsibility of an employee is to perform well the job that is
assigned to him/her by his/her immediate superior. In fact, this is the
primary reason why the employee was hired. He/she is expected
therefore to carry out his/her responsibilities dutifully and in accordance
with the standards set by management.
Description of Offense / Violation
Gross and habitual neglect of duties.
Malingering, wasting time, loitering or loafing during
office hours.
Soliciting donations, selling merchandise or tickets,
circulating petitions or other literature during working
time without approval of Management

Sanctions for Frequency/ies
1st

2nd

3rd

4th

WW

S3

S5

D

WW

S3

S5

D

D

5th

Leaving workplace, or quitting work before specified
time; exceeding coffee breaks; or repeated failure to
begin work at starting time.
Loss of accountable forms with no acceptable reason
Failure to submit required reports regularly

WW

S3

S5

D

WW
WW

D
FWW

S1

S3

D

11.3 Health, Safety, Security and Proper Use of Company Assets
The Company is committed to providing and maintaining a safe, secure
and healthy work environment. In turn, the employee has the responsibility
to work safely, to keep work areas and common areas in the Company
neat and clean, not just to reduce the chances of injury but also to make
the office a more attractive and pleasant place to work in.
Employees are urged to report to their immediate superior or to General
Services Department (GSD) accidents or any condition or practice which is
unsafe, whether or not these result in personal injury, or no matter how
minor they might seem to be.
Employees are also responsible for the proper use of all Company property
such as, but not limited to, facilities, equipment, software, vehicles and
supplies.
Description of Offense / Violation
Littering, creating, or contributing to unsanitary
condition, violation of common health and sanitation
rules.
Failure to observe personal cleanliness both in
clothing and in person (verbal reprimand initially)
Unauthorized possession of firearms, knives,
explosives or other deadly weapons inside Company
premises.
Serious horseplay which results in serious physical
injury or death.
Posting unauthorized notices, signs, or printed matter
on bulletin boards or removing or defacing apporved
notices without approval
Deliberate and intentional destruction of Company
property, machines or equipment and vandalism.
Tampering with, taking down, or removal from its
location fire any firefighting equipment, including fire
extinguishers or sounding false alarm
Smoking in restricted or prohibited areas; willful
disregard of other common safety rules.
Sabotage or any form of slowdown or deliberate
restriction of output.

Sanctions for Frequency/ies
1st

2nd

3rd

4th

5th

WW

FWW

S1

S3

D

WW

FWW

S1

S3

D

S5

D

D

D

S3

D

S5

D

WW

S3

D

S5

D

Membership in any unlawful organization.
Unauthorized presence in restricted areas.
Refusal to allow a Company representative to
conduct an inspection of lockers, desks, packages
and other things brought into or out of the Company
premises.

D
WW

FWW

S5

D

S3

S5

D

11.4 General Conduct & Behavior
All employees are expected to conduct themselves in a disciplined
manner, consistent with right conduct and proper office decorum.
As individuals, employees and clients must be accorded with respect,
treated politely and courteously.
Should problems arise, each employee is expected to deal with the
situation in a mature manner, taking on an earnestly thoughtful character
or sober disposition. They should be careful so as to not to cause any
harm on others.
Employees must always keep an open mind in dealing with problem
situations. They must be open to discussing concerns and must strive to
arrive at a resolution that is acceptable to all parties involved.
Employees must also take responsibility for their work, their actions and
behaviors. As adults, they are expected to be aware of the effect of their
actions, attitudes and behavior on others. In line with this stand, the
Company aims to promote an office atmosphere where people have high
respect for one another and to maintain a work environment that is free
from all forms of sexual harassment or intimidation. It supports RA 7877,
the Anti-Sexual Harassment Act of 1995, an act declaring sexual
harassment unlawful in the employment, education and training
environment, and for other purposes.
Description of Offense / Violation
Towards superiors or other officers
- committing acts of threats, intimidation, coercion,
harassment, etc.
- disrepectful, discourteous, insulting, unbecoming,
slanderous
- committing physical force or violence or inflicting
bodily harm
Fighting or instigating a fight, inflicting or attempting to
inflict harm upon another for any reason.
Drunkenness or reporting for work under the
influence of liquor.

Sanctions for Frequency/ies
1st

2nd

3rd

S5

D

D

D
S3

4th

5th

Using, possessing, distributing, or peddling drugs or
reporting to work under the influence of prohibited
drugs or narcotics.
Horseplay, scuffling, catcalls, unnecessary shouting
or throwing Company properties in office premises.
Threatening, intimidating or coercing fellow
employees to engage in any violation of Company
rules at anytime for any reason.
Violation of the Law on Sexual Harassment
Using profane or obscene language in addressing a
superior, or uttering vile, provocative or abusive
language to an employee, client or member of
Management.
Making or spreading false, vicious and malicious
statement, concerning any employee, superior, the
Company or its products, and clients.
Indecent conduct or immorality.
Discourtesy to stakeholders, particularly clients.
Gambling in any form on Company premises at any
time.
Sleeping during working hours.
Conviction in a criminal case.
Improper attire (failure to wear ID or prescribed
uniform or proper attire

D

WW

S1

S3

S5

D

D
D

D

D
D
D
S5

D

WW
D

FWW

S3

S5

D

WW

FWW

S1

S3

S5

11.5 Attendance and Punctuality
Employees are expected to perform their work according to management
expectations and following Company office hours. They are expected to
report for work regularly and to be punctual in coming to the office.
Being a service-oriented Company, the capability of providing excellent
customer service is largely dependent on the availability and capability of
Company employees to render personal service. This is why being in the
office physically and being on time are very important.
Employees are also expected to report for work regularly so as not to
create problems in scheduling tasks and in order not to disrupt the flow of
work in his/her unit.
Thus, in view of the importance given to attendance and punctuality, both
factors are considered in the rating of employee performance.

Description of Offense / Violation

Sanctions for Frequency/ies
1st

2nd

3rd

4th

Absence without prompt and proper notification

WW

S2

S5

D

Absence without leave (AWOL) as follows:
1 day
2 days
3 days
4 days or more

WW
S2
S5
D

S1
S5
D

S3
D

S5

WW

S3

D

S5

D

WW

FWW

S3

S5

D

WW

FWW

S3

S5

D

WW

S3

S5

D

Absence without leave despite disapproval of
superior or extending leave wtihout valid cause
Failure to return to work after suspension has been
served.
Habitual tardiness (five or more instances of
tardiness in one calendar month)
Habitual undertime (four or more instances of
undertime in one calendar month).
Unathorized undertime

5th

11.6 Time Keeping
Employees are expected to time in when they report for work and time out
when they leave the office.
Description of Offense / Violation
Repeated failure to "time in and / or time out" or
refusal to sign daily time record whenever required.
Tampering with or mishandling the time keeping
equipment as to cause it to malfunction.

IV.

Sanctions for Frequency/ies
1st

2nd

3rd

4th

5th

WW

FWW

S1

S3

D

S3

D

Implementation and Monitoring of the Rules of Conduct
1. If there is any indication or evidence showing that a violation has been
committed by an employee, the immediate head shall inform and coordinate
closely with the Corporate Services Division Head and the HR Department
Head, initiate the preparation of an administrative action memorandum to
inform the employee of the observed violation and to ask him/her to explain in
writing within twenty four (24) hours (or forty eight (48) hours depending on the
complexity of the case) why no disciplinary action, as specified in the table of
administrative offenses and sanctions, should be taken against him / her.
2. The HR Department Head shall review the circumstances of the case and the
administrative action memorandum / letter before its release to the employee
concerned. If the nature of the wrongdoing or the result of the preliminary
investigation of the case warrants the preventive suspension of the employee,
the head shall immediately implement the preventive suspension upon seeking
clearance from the division head or the president, the Corporate Services Head

and the Human Resources Head.
3. The heads may likewise seek the assistance of Internal Audit and General
Services units depending on the nature of the case and the kind of assistance
required.
4. The head shall determine the facts of the case, evaluate all the reports and
findings together with the written explanation of the employee, and, as soon as
possible, together with the Corporate Services Head and the HR Head decide
and enforce the appropriate action using the table of administrative offenses
and sanctions as reference.
5. HRD shall review all decisions for suspension and dismissal or termination of
employment prior to implementation and other cases referred to it. It will
determine whether or not the legal requirements of just cause and due process
have been complied with.
6. If the Corporate Services Division Head and the Human Resources Head
agree with the dismissal / termination of the employee under investigation, the
Section or Department Head, through its Division Head, shall secure the
confirmation of the executive vice president and the president.
V.

Grievance Procedure and Disclosure Process
1. The Company holds all its employees in esteem and believes in protecting their
rights and dealing with employee concerns and problems promptly and
effectively.
2. It is the policy of the Company to provide prompt, effective and acceptable
means for employees to bring problems and complaints concerning their work
and their well-being at work to the attention of management.
3. A grievance is any condition of employment that the employee feels is unjust or
unfair or thinks should be brought to the attention of Company management.
To ensure prompt attention, grievances should be submitted within five (5)
working days of the event prompting the grievance.
To the extent possible, grievances shall be brought and resolved in accordance
with the following guidelines:
i. Any grievance must first be given orally or in writing to the employee’s
immediate supervisor/manager. The employee should submit the
grievance personally but may ask a fellow employee to appear with
him/her.
ii. If the grievance was not written out by the employee, it should be written

by the supervisor/manager for record purposes. Grievances must be
signed by the supervisor/manager and the employee.
iii. The employee’s supervisor/manager shall attempt to resolve the
question and must respond within three (3) working days in writing,
describing the steps taken to correct the problem. If the employee’s
supervisor/manager cannot correct the problem, the supervisor will
submit a written response to the Corporate Services Head and HR Head
for review. The HR Head will follow the grievance through to final
solution, taking it to the president of the Company for final arbitration if
necessary.
iv. If the employee is not comfortable submitting the grievance to his/her
immediate superior, the employee may submit the grievance to the next
higher manager in his section/department/division or directly to the HR
Head after receiving the supervisor’s/manager’s permission. The HR
Head will then write out the grievance and discuss it with the employee’s
supervisor before taking it to final solution.
4. The Company does not condone any dishonest, unethical or unprofessional
behavior and actions displayed by an employee, regardless of his/her level of
authority. It is the responsibility of each employee to report legitimate concerns
so that issues can be properly investigated or resolved and corrective
measures can be instituted. These concerns may involve commission of fraud,
theft or corruption, unauthorized use of Company funds and properties, breach
of a legal obligation, internal or external regulation or any procedure regarding
accounting, auditing matters, as well as alleged irregularities of a general,
operational and financial nature in the company.
Legitimate concerns or disclosure of alleged wrongdoing shall be brought and
resolved in accordance with the following guidelines:
i. An employee raising a concern or reporting a wrongdoing must ensure
the accuracy of his/her information. He/she should give this careful
consideration and take advice prior to making a complaint. If it is proven
that the complaint is done with malicious intent or for personal gain,
disciplinary action may be taken.
ii. Concerns may be raised verbally or in writing to the HRD Head at 9887493. Concerns involving the HRD Head should be raised to the CEO at
988-7402, while complaints concerning the CEO should be raised to the
Chairman of the Nomination and Compensation Committee of the
Company’s Board of Directors. When raising a concern or complaint, the
employee should give the background, the nature of the alleged
wrongdoing or a description of the event, relevant dates, reasons for the
concern, witnesses and the names of the individuals involved.

iii. If the concern is raised verbally, then the person receiving the
information should prepare an outline of the matters raised.
iv. Management shall maintain the confidentiality of all the concerns or
complaints raised and the anonymity of the person making the complaint
to the fullest extent reasonably practicable within the legitimate needs of
law.
v. The HRD Head/monitoring officer shall be responsible for deciding
whether there are grounds for proceeding further with the case. Potential
action may include a clarification of facts, a more formal investigation
conducted by the Senior Mancom or Internal Audit Department, or
referral to external auditors or legal consultants. Concerns that fall
within the scope of specific procedures shall be referred for
consideration under those procedures.

VI.

vi.

The monitoring officer (or the HRD Head/CEO/Chairman of NCC as
the case may be) shall inform the reporting employee in writing within 7
working days of the following:
a. What has been done or how monitoring officer plans to deal with
the matter;
b. an estimate of how long it might take to give a final response;
c. if an initial inquiry has been made;
d. if further investigation will take place;
e. any further information that may be sought from the employee.

vii.

The monitoring officer, subject to legal constraints, will provide the
employee with information on the outcome of any investigation.

Administration
1. The section or department heads, Corporate Services Head and HRD shall be
jointly responsible for the administration of this policy.
2. The HR Department shall assist management in ensuring that Company
policies, rules and regulations are uniformly implemented. It shall likewise
endeavor to regularly review such policies and regulations and recommend
revision to management.
3. Management reserves the right to alter, amend or revise these rules when the
circumstances warrant such revision subject, however, to appropriate
publication.

