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August 28, 2006

Administration and Human Resource Department
STANDARD OPERATING PROCEDURES (Amended)
Number 06-002

POLICY ON HIRING OF PSMBFI PERSONNEL

L PURPOSE

This SOP establishes the policy and implementing procedures for the
hiring PSMBFI personnel.

L. POLICY

It shall be the palicy of the company to ensure that the most qualified
applicants are hired so that PSMBFI can employ a competent workforce.

it shall also be the paolicy of the company to appropnaltely pay and/or
provide competlitive compensation and benefits to employees according to
the prescribed salary structure and job classification.

118 SCOPE AND GENDER

This document applies to the entire PSMBFI management and staff. It
shall likewise apply to the personne! of other units and offices to be
activated or organized under the aegis of the PSMBFL The use of the
masculine pronoun shall include the feminine gender and use of the
singular pronoun shall include the plural unless the context indicates
otherwise.

DEFINITION OF TERMS

1.

-

Board of Trustees - For purposes of this SOP, this shall be referred to as
the Board which is vested with the power to approve the following, amang
others : .
a. Creation and fill-up of plantilla positions with the corresponding
funding requirements within the budget of a given fiscal year.

b. Appointments of managerial (managers and assistant
managers/equivalent paositions) positions in the plantilla.

Screening and Compensation Committee- pursuant to Board
Resolution No. 2004-32, dated April 30, 2004, the Screening Committee
was created with the following tasks :

a. Ta set the qualification standards for the managernial and assistant
managerial positions,



b. To evaluate the qualifications and credentials of the applicants to
managerial and assistant managerial pasitions.

c. To conduct the interview of applicants to permanent managerial
and assistant managerial positions.

d. To recommend to the Board for approval and confirmation the
permanent appointment of the General Manager and the
department managers and assistant managers of PSMBFI.

e. To screen the applicants for consultant, independent contractor or
retainer jobs for PSMBFI and make their recommendation for the
approval of the Board of Trustees.

f. To study and develop policies on the granting of hanorarium to
the Members of the Board of Trustees and Corporate Officers.

g. To perform oversight functions on the remuneration of senior
management and other key personnel.

h. To address issues conceming the compensation of the PSMBFI
employees.

i. To monitor the appropriateness of compensation relative to
current salary structure of employees in the industry.

|- To perform other functions as may be directed by the Board of
Trustees.

. Management- shall mean to be the President and or any of the decision-

making officer(s) above the level of the managers duly authorized as such
by the Board. In some corporate activilies, the President shall exercise
the prerogative to include some of the managersiexecutives in the
diversified function af Management to wit:

a. Top WManagement — refers fo the level that includes the
President, Vice-President, and GM-COQ

b. Middle Management — the level consisting of managers and
assistant managers.

. Staff Office — refers to any of the offices immediately under the

functional supervision and/or control of the President, as authorized by
managernent.

. Line Office- refers to the different departments in the entire corporate

structure.

. Plantilla Position(s)- positions duly approved by the Board for fill up

included and activated in the PSMBFI organizational structure with
corresponding funding in the Board-approved budget for a given fiscal
year.

. Consultancy - a position outside the company's regular plantilla yet

normally rated as top-level and reserved by either or both ) the
management and Board of Directors for fill up by excepticnally qualified
persons or carparations.

. Vacant Slot(s) — any available position in the plantilla for fillup by a

qualified applicant. A vacancy ensues under the following circumstances:
a. Promotion of an employee — whereby he moves up to a higher
position leaving the previous position vacant.
b. Transfer of an employee to another position leaving his former
pasition open for fill-up.
c. Resignation, retirement and/or termination of an employee
d. Creation/activation of new position
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roauRtet oy — 15 Ne process gt soreening, ssecung, ana
recommending to the Board, through the Screening and Compansation
Committee, qualified personnel for appaintment, if the position for fill up is
managerial pasition ar to the President for lower pasitions.

10.Perscanel Committee (PerCom) - this Committee's functions is to

11.

screen and select the most qualified applicants for hiring, and/or
Promotions to the positicns of supervisor and rank and file. Demotions
and separations likewise falt within its jurisdicion.  The PerCom shall be
composed of the following :

Vice President — Chairman
GM-COO — Vice Chairman
AHRD Manager - Member
Concemed Dept Head/s - NMemberis

HR Supervisor - Secretary/Recorder

+ The PesCom may invite resource peggle.

PSMBFI Employee — applies to any employee of the corporation who has
been duly hired to fill in or accupy a given plantilla position, paid a

comrespending salary and is carried in the Company Roster of Personnel.
The status of employees based on their appointments :

a. Regular Employee — ane who is employed to fill in or occupy a
Board-approved plantilla position, and whose appointment is on a
permanent basis after he has satisfactarily completed histher
probationary period.

b. Probationary Employee — an employee whose service contract
covers a period of not more than 6 manths subject to monthly
rating up to the 4™ month. On the 5% month,_the employee shall
be natified already on the status of hisiher employment. During
this probationary period, he shall prove his worth and potentials
as an asset lo the company otherwise the emplayment is
terminated.

c. Contractual Employee — an employee who is hired on an
individual ar groaup employment cantract basis to perform wark on
a specific project or job. The duralicn of such employment as
indicated in the employment contract or office arder, should not
exceed 6 months. Thus, the duration of the services of a
contractual employee for a specific project is already determined
at the time he is hired.

Nate: Necessary clearances for emploﬁnent such as the Physical
Exam Results, Neuro-Psychiatic Tests, Drug Tests, PNP/NBI
clearance will have to be submitted to AHRD by the applicants.

12. Employee Category — refers to the general classification of employees

into a) Executives, b) Supervisars, and c) Rank and fite.

a Executives — this comprises the President, Vice President,
General Manager, the Managers/Heads of the Departments and
the Assistart Managers.

b. Supervisors — those whose responsibilities include overseeing
the performance and behavior of personnel in their respective
departments/offices, Executive Assistants, and/or Technical
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and regulations of the carporation. HRS shall conduct the Employees
Orientation in coordination with supervisors of each department.

9 umnmmafmomwomlwnuwuom.mm&m

shall present to the appointee, the policies, rules and

regulations of the corporaticn.

10.1henewen@oyeepmwedstopayt@mtesycsﬂmeaducﬂhe
officials of the corporation priar to his assumption of duties and
responsibilities in his department/office.
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3. Criteria for Selection of Applicants
Following are the necessary requirements for all applicants :

a Basic Qualifications .
1.AgeReq1ﬁrenmms-agereqnmemeMSformedﬂfaa¢ulewis

may be recommended by the management, as necessary
*Only the Board of Trustees can waive the age limit for
executives.

licensed hospital/clinic to ensure his physical and mental finess
for empiocyment. me@pﬁwumnavepaseda
Wwdmmmmbemmwam
designated NP Center. Additonally, the applicant may be
required by PerCom to undergo drug test as necessary.

Educational Qualifications - The varicus positions in the
PSMBFI plantila generally call for a minmum  eduwcational
attainment of at least a College degree except for utility



Certificate/Ciptoma
4. Cougzuterliteracyshaﬂbeacmmm&iﬂmﬁrmﬁfqan

e;«:eptformoseappﬁwﬂsmuiﬂityandlmjarﬁmnal.
5. Goaod Yloral Character - Applicants must be of gocd moral
character. The Administration and Human Resource
Department shall exert effort to conduct background
investigation  particadarly on the applicarnt’s previcus
employment. The applicants must not have been convicted of
any cniminal of administrative affense. in the case of

posmcns. ¢ + asped -
Barangay clearance, City/Municipal clearance, PNP and NBI
Clearance; Accountabilily clearance from previous employer

Preferable Qualifications

1. Must possess pleasing personality and has the poise, bearing
and impressive personal appearance. Mare importantly,

mem%smmmmmwmwﬁmww,
Fiﬁnino.andloratteastmemmdm’mmafategﬁm.

2 PNPDependenl-hismomefm'faMismhasbeenaPNP
member of good standing and member of the PSMBFI Equity
Plan. .

3. QuaﬁﬁeddepememsnﬂmmPSMBFlemptweaswmmw
sewedmeCOmpanyforaminimumme{S)yeafsnfommmS
faithful/meritericus services.

1. Educational Attainment

2. Relevant Work Experience

3. Communication Skills

4. PersonatitylGeneral Appearance
5. Other skills retevant to the positicn

Disqualifications

Those disqualified are: )

1. @naaﬂy.aumﬁmmwmqﬂwagemmnﬁm
a given job level.

2. AFP persannel, active and/or retired, since PSMBF1 positicns
are criented for PNP/public safety sefvices.

3. Former govermment and private persannel  who were

dmissedﬁmnemptoywmfmwsse

4. Former PSMBF! employees who had resigned their positions in
search for greener pasture of who have been terminated for
cause.

V. MANDATORY PROVISIONS

a

it sha!l be a prime responsibility of the PERCOM to support the cost-
mmdﬂwPWlmmm&tgdmmm In this sense,
Mmavawwomnsmmmmﬂla.ﬁmesmmwﬂvw
matsaidvawzcyshaubeﬁned.umwmevacamyifmﬁued.wmnd




adve«selyaﬁectmeeﬁecﬁvetmsandeﬁdencyofmedemmm
office cencemed. The principle of a Lean-and-Mean Work Force should
at all imes be adhered to in the matter of arganizational structure and
personnel hiring.

b.  The President is the sole appointing authority for all employees in the
supervisory and rank and file levels.

c. Appocintment of Consultants and retainers and the
honoraria shall be approved and assigned by the Board of Directors.

RESCISSION AND EFFECTIVITY

a. All SOPs, memaranda and cther documents of the company which are
inconsistent with this OPP are hereby rescinded and/or modified
accordingly.

b. This SOP takes effect upon approval and signature of the President.
Note: Approved by the Board of Trustees thru Board Resoluticn
No. dated ___ - .

PDIR Q FERNANDEZ (Ret)
President, PSMBFI




