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MESSAGE

As a Filipino, Catholic and Jesuit university dedicated to the holistic formation 
of young men and women, Ateneo de Manila University views its employees 
as partners in this mission of formation. All employees, regardless of position 
and rank, are potential role models for our students. If we aspire to inculcate 

              
the people who educate, care for and serve them should manifest those values 
in their actions and behavior.

In an ideal world, the imperatives of love and  goodness would be enough to 
ensure that our actions and decisions always take into account the welfare and  
well being of others. But we do not  live in an ideal world. Laws, rules and 
codes of conduct are necessary to articulate standards of good character and 
conduct, and to prevent unethical and unprofessional behavior along with their 

        

Hence the  need for the Ateneo de Manila University Code of Discipline (COD) 
which details the sanctions which are imposed on employees for various 

               
             

the COD is meant to protect members of the  community from those who may 
harm them and from those who may cause damage to the university itself. By 
specifying procedures and sanctions, the COD is also an expression of our  

       

It is always our  prayer and hope that all of us personally take to heart our 
shared mission of formation, which includes the formation of our students, 
colleagues, companions, and even ourselves, so that recourse to the COD will 
be infrequent.

Very truly yours,

Jose Ramon T Villarin SJ
President
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I. RATIONALE/GUIDING PHILOSOPHY

1.  The University aims to promote an orderly and harmonious 
environment for its employees and other members of the community 
by ensuring that employees exhibit satisfactory performance and 
appropriate behavior. 

2.  All University employees are expected to act with integrity and 
good judgment where all decisions and actions must conform to all 
applicable laws, regulations, and University policies.

3.  The University places as few restraints and restrictions on employees’ 
conduct as possible.  However, for the protection of its students and 
parents, employees, other members of the University Community, 
as well as for its property and interests, the University establishes 
reasonable norms of conduct which employees are mandated to 
observe.

4.  The University gives its employees a chance to correct their behavior 
and/or improve performance. However, erring employees must face 
the consequences of their actions.

5.  Disciplinary actions are instituted to correct employees’ unsatisfactory 
performance and/or improper behavior in order to improve work 
operations, relations, and morale of employees; administer the 
commensurate penalty; and deter the commission of another 
infraction.

6.  The Code of Discipline has been instituted to uphold the University’s 
value of respect for human dignity, to ensure that the disciplinary action 
process conforms to legal requirements, and to observe consistency 
and parity of practice across all schools and administrative units.

7.  The University observes progressive discipline in which increasingly 
severe measures are used for repeated infractions for an employee 
to improve unsatisfactory performance and/or correct behavior after 
having been given a reasonable opportunity to do so. The following 
are typical disciplinary measures applied by the University:

a. Verbal Warning and/or Written Warning
b. Written Reprimand
c. Suspension (without pay)
d. Termination of Employment



2 Employee Code of Discipline

II. GENERAL GUIDELINES

1. ROLE OF THE SUPERVISOR 

1.1.  A supervisor is a University employee who is in a line management 
position. He/she is tasked to oversee, monitor, and evaluate the 
performance of another employee or a group of employees. He/she 
also recommends hiring, rewarding, promoting, disciplining, and 
other allied activities regarding employees in his/her department/
office. 

1.2.  Discipline is a line management responsibility. For this reason, the 
supervisor shall ensure order and discipline in the workplace by: 

a.  Exhibiting professionalism and leadership, thus, serving  as a 
role model to subordinates;

b.  Communicating the Code of Discipline, while putting emphasis 
on good performance and positive behavior;

c.  Implementing appropriate interventions that may help erring 
employees improve their performance and/or correct behavior.

1.3.  It is the duty of the supervisor to initiate the disciplinary 
action process whenever necessary. This includes validation/
investigation of complaints against any employee under his/her 
supervision.

1.4.  A supervisor initiates the disciplinary action process when an 
employee habitually fails to perform his/her duties, behaves in 
a manner which interferes with the work of others, or violates 
provisions of law, regulation, and University policy. 

 2. DUE PROCESS 

2.1.  Due process is observed in every disciplinary action case. While 
it is the prerogative of the University to impose the appropriate 
penalty for a specific infraction, this prerogative should neither be 
abused by the University nor be done arbitrarily. The University is 
expected to observe the following due process:

2.1.1.   Issuing to the employee a Notice to Explain or a Notice of     
Charge;
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2.1.2.  Giving the employee the opportunity to be heard in the form 
of his/her Reply to the Notice to Explain/of Charge, and a 
hearing (if necessary); and

2.1.3. Issuing     to    the   employee   the     Disciplinary       Action

committed an infraction and have been cited for it. 

3. CLEANSING PERIOD

3.1.  Cleansing period pertains to the time when an employee who has
been subjected to disciplinary action is expected to improve his/
her performance and/or correct improper behavior, and to refrain 
from committing any other infraction. If an employee commits 
another infraction within the cleansing period he/she shall be 
given the next higher sanction for the succeeding infraction. 

3.2.  In determining the sanction to be applied for any succeeding 
infractions, all disciplinary actions need to pass the requisite 
cleansing period indicated below, i.e. from the date the sanction 
was completely served until the last day of the indicated cleansing 
period before an infraction/sanction shall be considered cleansed. 
Note that passage of the cleansing period DOES NOT expunge the 
infraction from the record of the employee.

Sa n c t i o n C l e a n s i n g  P e r i o d  ( m o n t h s )
Written Reprimand Six (6 )

Suspension (1- 7  days) Nine (9 )

Suspension (8 - 15  days) Twelve (12)

Suspension (16 - 3 0 days) Eighteen (18 )

3.3.  This means that a disciplinary action of Written Reprimand that 
was meted out more than six (6) months prior will no longer 
be considered in determining the appropriate sanction for 
the succeeding infraction. The same rule shall apply to other 
disciplinary actions that have their respective applicable cleansing 
periods.

            memorandum. 

2.2.  This process is extended to all employees who have allegedly 
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For example: A penalty of 5-day suspension completely served 
more than nine (9) months prior will no longer be considered 
in determining the appropriate penalty should the employee 
commit an offense that has a corresponding sanction of 8-15 days 
of suspension. Consequently, the meted sanction should only be 
between 8 and 15 days of suspension instead of the next higher 
sanction (16-30 days of suspension).

Likewise, a penalty of 5-day suspension, completely served less 
than nine (9) months prior, will be considered in determining 
the appropriate penalty should the employee commit an offense 
that has a corresponding sanction of 8-15 days of suspension. 
Consequently, the meted sanction should be the next higher 
sanction (16-30 days of suspension), instead of the usual sanction 
for such offense (8-15 days).

3.4.  However, the totality of one’s infraction/s shall be considered 
for habitual offenders (i.e. repeat offenders), especially when 
termination from employment is the sanction to be applied. An 
employee is considered a repeat offender if he/she has been 
sanctioned more than once regardless of the infraction and the 
completion of the cleansing period.

 4. INFRACTIONS

4.1.  The list of infractions is not meant to be exhaustive.  Other 
infractions, which fall under any of the just causes for termination 
of employment as provided under Article 282 of the Labor Code of 
the Philippines (Termination by Employer) and other applicable 
special laws, or those just causes for termination of employment 
sanctioned by jurisprudence, are deemed likewise subject to 
disciplinary action.  Furthermore, other related University 
instructions, circulars, or memoranda are deemed as forming part 
of this Code.

4.2.  In case the act or omission falls under two or more of the listed 
infractions, the University reserves the right and option to charge 
the employee with the infraction which carries the heavier 
sanction.
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4.3.  Penalties imposed by law for the infractions or violations of 
ordinances, decrees or other laws or regulations shall not bar the 
imposition of internal University administrative sanctions, when 
applicable. Likewise, any University sanction shall not bar resort 
to legal remedies, where warranted or sought.

 5. TEMPORARY TRANSFER 

5.1.  The University Administration reserves the right to temporarily 
transfer an employee who has allegedly committed an infraction, 
or who is allegedly involved in possible fraud or malversation of 
funds, to an office/department where his/her presence is deemed 
not to be a threat to the welfare of the employees of that office/
department, its operations, the property of the University, and/
or the integrity of the body of evidence, while he/she is under 
investigation.   

5.2.  In relation to this, a Temporary Control Transfer memorandum 
shall be issued by the Office of Human Resource Management and 
Organization Development (OHRMOD).

 6. PREVENTIVE SUSPENSION

6.1.  The University Administration reserves the right to place under 
preventive suspension (without pay) not to exceed thirty (30) 
calendar days an employee who has allegedly committed an 
infraction, when his/her presence in the office/department is 
deemed detrimental to its operations, the welfare of his/her co-
employees, the property of the University, and/or the integrity of 
the body of evidence.  

6.2.  In the event that an ensuing internal administrative/disciplinary 
case remains unresolved after thirty (30) calendar days from 
the date of the imposition of the preventive suspension, the 
employee shall be reinstated on payroll.  However, the University 
Administration reserves the right not to physically reinstate the 
employee (that is, require that he/she report for work), depending 
on the exigencies of the service.  
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7. UNIVERSITY PREROGATIVE

7.1.  The University Administration, in the exercise of its sole and 
exclusive prerogative, may deviate from the schedule of sanctions 
and impose a lighter or more severe sanction on violations, 
depending on its appreciation of mitigating or aggravating 
circumstances which might include, but are not limited to, the 
following:

7.1.1.  The stage of execution (attempted, frustrated or 
consummated);

7.1.2. Degree of participation (principal, accomplice or accessory);

7.1.3. The amount or value of the property stolen/damaged;

7.1.4.  The status, rank, age and gender of the offender or offended 
party;

7.1.5.  The abuse of authority or confidence, ascendancy, 
relationship, in committing the infraction;

7.1.6. The use of firearms or other deadly weapons;

7.1.7.  Commission of the infraction under the influence of alcohol 
or illegal/controlled substances/drugs;

7.1.8. The time, place, and occasion of the infraction;

7.1.9.  Voluntary confession/admission of wrongdoing, or 
immediate return/restitution of property lost, stolen, or 
destroyed;

7.1.10. Intent/motive of the offender; or

7.1.11.  Other analogous circumstances, including those listed in   
the Revised Penal Code.

 8. FINANCIAL RESTITUTION

8.1.  The University Administration reserves the right to make 
automatic salary deductions and/or forfeit accrued benefits to 
effect restitution in favor of the University for damages, or the 
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         value of the property lost, stolen, or destroyed, without need for 
         obtaining the formal, prior consent of the erring employee.  

8.2.  The demand for the restoration of monetary losses or repair 
of damage to property should always be clearly stated in the 
memorandum imposing the disciplinary action.  

8.3. The demand for financial restitution is not a penalty.

 9. FORFEITURE OF BENEFITS

9.1.  Termination of employment for just cause would result in the 
forfeiture of separation/retirement benefits due under the Ateneo 
Retirement Plan, inclusive of the CEAP Retirement Plan. 

9.2.  The unpaid salary, current year’s pro-rated 13th month pay, 
outstanding earned leave credits, tax refund, and/or voluntary 
contributions to CEAP will not be forfeited. However, these may 
be used to liquidate liabilities of the employee to the University, 
and other acknowledged obligations secured/coursed through the 
University.

 10. NON-RETALIATION 

10.1.  The University encourages any member of the University 
community to report his/her observations of actions or 
omissions that are in conflict with this Code of Conduct and all 
other University policies, rules and regulations. In doing so, the 
University commits to providing a safe environment that is free 
from fear and bullying by prohibiting any retaliation against 
anyone who, in good faith, discloses alleged infractions. 

 11. EMPLOYEE 201 FILE

11.1.  Supervisors must furnish the OHRMOD with original copies of 
relevant documents pertaining to disciplinary actions which 
shall form part of employee records (201 files). The relevant 
documents include verbal and written warnings issued to the 
employee, all of which had been duly acknowledged/received by 
the employee concerned.

11.2.  The Office/Department concerned and the Unit HR shall keep 
their own photocopies of documents pertaining to disciplinary 
action. 
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III. DISCIPLINARY ACTION

1. PROGRESSION OF DISCIPLINARY ACTION

1.1.  In the University’s Code of Discipline, infractions are classified 
according to their gravity; likewise, sanctions increase 
correspondingly with the gravity of infraction. The table below 
shows the type/extent of sanction corresponding to each class of 
infraction:

 I nfraction Sanction

Minor Written Reprimand

Moderate Suspension

Maj or Termination

However, the application of disciplinary actions may increase in 
severity for successive infractions and/or aggravating circumstances.

1.2.  The totality of an employee’s record is considered in meting out 
the appropriate sanction for each infraction committed.

2. PRELIMINARY TO DISCIPLINARY ACTION for MINOR INFRACTIONS

2.1.  A Verbal Warning is the first step in the preliminary process for 
minor infractions. It involves a verbal discussion between the 
Immediate Supervisor and the employee. This discussion should 
be documented and signed by both the employee concerned and 
the Immediate Supervisor. 

2.2.  A Written Warning is the second step after a Verbal Warning.  It 
shall be issued for violations where a Verbal Warning had already 
been previously given. 

2.3.  In both preliminary steps, documentation shall include the 
following and must be signed by both the employee concerned 
and the Immediate Supervisor:

2.3.1.  The employee is informed of his/her unacceptable 
performance and/or improper behavior, and the necessary 
corrective action;
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2.3.2.  The employee is required to improve performance and/or 
correct behavior;

2.3.3.  The employee is given a reasonable and specific time frame 
within which he/she shall improve his/her performance 
and/or correct his/her behavior;

2.3.4.  The employee is advised that his/her performance and/or 
behavior is considered serious enough to commence the 
use of the disciplinary action process.

3. TYPES OF DISCIPLINARY ACTION

3.1. WRITTEN REPRIMAND is a formal memorandum given to an 
employee detailing his/her infraction/s with a warning that further 
violation/s will merit the imposition of a more severe disciplinary 
action.

3.1.1.  An employee is given a Written Reprimand when he/
she commits an infraction for which verbal and written 
warnings had already been previously issued.

3.1.2. The Disciplinary Action (DA) memorandum shall include:

3.1.2.1.  a reference to the previous verbal and written 
warnings;

3.1.2.2.  the current infraction committed (refer to the 
Table of Infractions);

3.1.2.3. the corrective action to be taken;

3.1.2.4.  a reasonable period of time to improve 
performance and/or correct behavior;

3.1.2.5.  a warning that further violations will warrant 
imposition of more severe disciplinary action, 
which may lead to termination of one’s 
employment;
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3.1.2.6.  the effect of the Written Reprimand on his/her 
performance appraisal, promotion, and if applicable, 
eligibility for the University Awards for Excellence 
(UAE).

3.2.  SUSPENSION is the temporary prohibition of an employee from 
reporting for work as a sanction for an infraction committed. 
While serving suspension, the employee is also prohibited 
from entering the University campus or attending any official 
University function without prior authorization from his/her 
Office/Unit Head and the OHRMOD Director.

3.2.1.  A Suspension is meted out to an employee who commits 
an infraction for which a Written Reprimand had been 
previously issued; or he/she commits an infraction classified 
as moderate or major (refer to the Table of  Infractions).

3.2.2.  The duration of the suspension is dependent on the gravity 
of the infraction/s committed. The employee is not entitled 
to receive any salary and benefits (released through payroll) 
during the suspension period. 

3.2.3.  All disciplinary actions to suspend an employee must be 
reviewed by the OHRMOD and approved by the unit Vice 
President.

3.2.4. The Disciplinary Action (DA) memorandum shall include:

3.2.4.1.  a reference to the previous verbal and written 
warnings, Written Reprimand, if  applicable;

3.2.4.2.  the identification of the current infraction/s 
committed (refer  to the Table of Infractions);

3.2.4.3. a summary of the due process followed;

3.2.4.4.  description/s of the facts of the case, observations, 
and  findings;

3.2.4.5.  citation/s of applicable provision(s) from the 
University manuals, policies & procedures, rules 
& regulations, instructions, circulars, memoranda, 
the Labor Code of the Philippines, and/or other 
pertinent laws which were violated;



Ateneo de Manila University 11

3.2.4.6.  the duration of the suspension and the specific 
dates/period covered (start and end dates);

3.2.4.7.  a warning that further violations will warrant 
imposition  of more severe disciplinary action, 
including and up to termination of one’s 
employment;

3.2.4.8.  the effect of the Suspension on employee’s 
performance appraisal, promotion, and if applicable, 
University Awards  for Excellence (UAE).

3.3.  TERMINATION OF EMPLOYMENT is the release of an employee 
from his/her employment with the University for a just cause. 

3.3.1.  Termination of employment is meted out when an employee 
commits the same infraction for which he/she had been 
previously suspended; or he/she commits another infraction 
despite having been meted out a suspension; or he/she 
commits an infraction classified as a major infraction (refer 
to the Table of Infractions).

3.3.2.  All disciplinary actions to terminate one’s employment shall 
be reviewed by the OHRMOD, endorsed by the unit Vice 
President, and approved by the University President.

3.3.3. The Disciplinary Action (DA) memorandum shall include:

3.3.3.1.  a reference to the previous verbal and written 
warnings, Written Reprimand, and/or suspension, 
if any;

3.3.3.2.  the identification of the current infraction/s 
committed (refer to the Table of Infractions);

3.3.3.3. a summary of the due process followed;

3.3.3.4.  a description of the facts of the case, including 
observations and findings;
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3.3.3.5.  citation/s of applicable provision(s) from the 
University manuals, policies & procedures, rules 
& regulations, instructions, circulars, memoranda, 
the Labor Code of the Philippines, and/or other 
pertinent laws which were violated;

3.3.3.6.  the date when the termination of the employee’s 
employment takes effect or if the employment 
is terminated immediately upon receipt of the 
disciplinary action memorandum, as the case may 
be.
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IV. PROCEDURES

The following procedures shall be observed in the implementation of 
the discipline process:

1.  WRITTEN REPRIMAND: When a Written Reprimand is the maximum 
sanction applicable based on the Table of Infractions, the following 
procedures shall be observed in processing a complaint regarding the 
alleged commission of such infractions:

1.1.  The Immediate Supervisor issues a Notice to Explain (NTE) to the 
employee, asking him/her to explain why he/she should not be 
sanctioned for an alleged commission of an infraction. The NTE 
shall be noted by the Office/Department Head. 

1.2.  The employee is given five (5) calendar days to submit his/
her written and signed reply addressed to his/her Immediate 
Supervisor.

1.3.  Depending on the employee’s response to the Notice to Explain, 
whether it is a non-admission or an admission of guilt, the 
following shall then be followed:

1.3.1.  Non-Admission: A written response may be submitted by 
the employee in which he/she does not admit to committing 
the infraction.

1.3.1.1.  If the Immediate Supervisor finds the employee’s 
written explanation sufficient/acceptable, then 
all proceedings shall cease, and the Immediate 
Supervisor shall issue the corresponding 
memorandum to clear the employee of the 
allegations against him/her.

1.3.1.2.  If the Immediate Supervisor does not find the 
employee’s written explanation sufficient/
acceptable, then the Immediate Supervisor shall 
forward the case to the Approving Authority (refer 
to the Approval and Service of Disciplinary Action 
Table for the authorized Approving Authority) to 
determine the need to constitute a Local Disciplinary 
Action Committee (Local DAC) to hear the case and 
make necessary recommendations.
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1.3.1.2.1.  If the Approving Authority finds enough 
bases in the facts of the case and the 
written explanation to make a decision, 
then he/she issues the Written Reprimand 
immediately.

1.3.1.2.2.  If the Approving Authority finds 
insufficient bases in the facts of the case 
and the written explanation to make a 
decision, he/she may form a Local DAC 
to hear the case and make the necessary 
recommendations.

1.3.2.  Admission. If the employee admits to the Immediate 
Supervisor, in writing, the commission of the alleged 
infraction, then the Immediate Supervisor makes a 
recommendation to the Approving Authority for the taking 
of the appropriate disciplinary action. 

1.3.2.1.  If the Approving Authority finds the facts of the case 
and the written admission enough bases to make a 
decision, then he/she issues the Written Reprimand 
immediately.

 
1.3.2.2.  If the Approving Authority finds the facts of the case 

and the written admission insufficient bases to make 
a decision, then he/she may form a Local DAC to hear 
the case and make necessary recommendations.

2.  SUSPENSION or TERMINATION OF EMPLOYMENT: When a 
Suspension or Termination of Employment is the maximum sanction 
applicable based on the Table of Infractions, the following procedures 
shall be observed in processing a complaint regarding the alleged 
commission of such infractions:

 
2.1.  The Immediate Supervisor or Office/Department Head conducts 

a preliminary investigation of the alleged infraction. If it is 
determined that there is apparent basis for finding that the 
infraction was indeed committed, he/she recommends the filing 
of charges against the employee/s, to be approved by the unit 
Vice President. The recommendation must contain pertinent 
documents (e.g., incident report, written statements, other 
evidence) supporting the recommendation/s.
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2.2.  The unit Vice President creates a University Disciplinary Action 
Committee (UDAC) to investigate the matter. The Vice President, 
in consultation with OHRMOD, shall select and appoint members 
of the UDAC.

2.3.  The OHRMOD Director issues a Notice of Charge (NOC) to the 
employee, asking him/her for a written explanation as to why he/
she should not be sanctioned for his/her alleged commission of 
an infraction.

2.4.  The employee is given five (5) calendar days within which to 
submit his/her written reply to the NOC.

2.5.  The UDAC meets to discuss the violation, review the employee’s 
written reply and other available evidence and documentation, 
receives the employee’s side and explanation in a hearing, and 
if necessary, receives accounts of witnesses or other employees 
who may have knowledge of the subject matter of the case.

2.6.  The UDAC prepares a report of its observations, findings, and 
recommendations, which shall be submitted to the unit Vice 
President.  The latter shall have the final decision, in consultation 
with the Office/Department/Unit Head, as to the final disposition 
of the case, including the appropriate disciplinary action to be 
meted out to the employee if warranted.

2.6.1.  SUSPENSION. If the decision of the unit Vice President is 
to suspend the employee, then the Office/Cluster Head or 
Department/School Head and the OHRMOD Director will 
sign and issue a disciplinary action memorandum informing 
the employee of his/her suspension.

2.6.2.  TERMINATION OF EMPLOYMENT. If the recommendation 
of the unit Vice President to the President is the termination 
of employment of the concerned employee, and the 
recommendation is approved by the President, then the 
unit Vice President and the OHRMOD Director will issue a 
memorandum informing the employee of the termination 
of his/her employment.
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3. GUIDELINES FOR SPECIFIC CASES

3.1.  For cases involving fraud/negligence, such as but not limited to 
infractions 1.10, 1.11, 1.12, 1.13, and 1.14 as listed in the Table of 
Infractions, which may result to financial loss, the procedures for 
suspension or termination of employment (Part IV: Procedures, 
Section 2) shall be followed, but with the involvement of the Vice 
President for Finance and Treasurer (VPFT). The latter shall have 
his/her representative in the UDAC and be notified of the status 
of the case from the time of issuance of NOC to the resolution of 
the case.

If the amount involved is more than ONE MILLION PESOS (PhP 
1,000,000.00), the VPFT and the unit Vice President of the cluster 
to which the employee belongs shall jointly create the UDAC. Both 
VPs shall decide as to the appropriate resolution of the case based 
on the recommendation of the UDAC, except for termination of 
employment which shall be decided by the President.

3.2.  For cases involving sexual harassment, the procedures for 
suspension or termination of employment (Part IV: Procedures, 
Section 2) shall be followed. The Committee on Decorum and 
Investigation (CODI) shall take the place of the UDAC referred to 
in the said section.

4.  DOCUMENTATION. All memoranda issued to the employee in relation 
to this procedure shall be duly received and signed by the latter, and 
filed in his/her employee record (i.e. 201 file).
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V. APPROVAL AND SERVICE OF DISCIPLINARY ACTION

The tables below indicate the appropriate authorities and their 
corresponding roles in the approval and implementation of 
disciplinary action.

1. Preliminary to Disciplinary Action

Or i g i n a t o r /  
A u t h o r i t y  r e s p o n s i b l e  f o r  i m p l e m e n t a t i o n  

1.  V erbal Warning I mmediate Supervisor

2.  Written Warning I mmediate Supervisor

2. Disciplinary Action

R e c o m m e n d i n g  
B o d y

A p p r o v i n g  
A u t h o r i t y

A u t h o r i t y  
r e s p o n s i b l e  f o r  
i m p l e m e n t a t i o n

 1 .  W r i t t e n  R e p r i m a n d

 
 Professionals

 

 Administrative
     

L ocal DAC
or

I mmediate 
Supervisor

I mmediate 
Supervisor

I mmediate 
Supervisor

or
  

Department 

V ice 
President or 
President, as 

applicable

I mmediate 
Supervisor

Director-
 

 
President
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R e c o m m e n d i n g  
B o d y

A p p r o v i n g  
A u t h o r i t y

A u t h o r i t y  
r e s p o n s i b l e  f o r  
i m p l e m e n t a t i o n

 2 .  Su s p e n s i o n  

 
 Professionals

 

 Administrative   
    

U niversity 
Disciplinary Action 
Committee (U DAC)

U DAC

V ice 
President in 
consultation 

with 
 

 

  

V ice 
President or 
President, as 

applicable

I mmediate 
Supervisor, School 

  
and Director-

Director-
  

  
President

 3 .  T e r m i n a t i o n  o f  
     Em p l o y m e n t

 
 Professionals

 

 Administrative 
   

U DAC
Endorsed by the 
V ice President

U DAC
Endorsed by the 
V ice President

President

President

I mmediate 
Supervisor, School 

  
and 

 
   
President
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VI.  ADVERSE EFFECTS OF THE IMPOSITION OF 
DISCIPLINARY ACTION

1.  The University gives each of its employees a chance to improve 
performance and/or correct his/her behavior. However, the erring 
employee must face the consequences of his/her action. 

2.  Disciplinary action imposed has adverse effects on performance 
review ratings, promotion, and University Awards for Excellence 
(UAE). 

3.  An employee is disqualified from being promoted or receiving a 
University Awards for Excellence (UAE) for a period as specified in 
the table below:

D i s c i p l i n a r y  
A c t i o n

A d v e r s e  
e t

P e r f o r m a n c e  
R e v i e w

(for the fiscal 
year under 

review)

A d v e r s e  
e t

U n i v e r s i t y  
A w a r d s  f o r  
Ex c e l l e n c e  

( U A E)

e se e t
P r o m o t i o n

Written 
Reprimand

No rating higher 
than “ average”

  
for U AE for the 

  
year

No promotion for 
twelve (12) months 
from date of 
receipt of 
Written Reprimand

Suspension of 
one (1) to seven 
(7 ) days

No rating higher 
than “ below 
average”

  
for U AE for the 

  
year

No promotion for 
sixteen (16 ) months 
from date the 
suspension is 
completely served

Suspension of 
    

(15 ) days

No rating higher 
than “ below 
average”

  
for U AE for the 

  
year

No promotion for 
twenty (20) months 
from date the 
suspension is 
completely served

Suspension of 
sixteen (16 ) to 
thirty (3 0) days

No rating higher 
than “ below 
average”

  
for U AE for the 

  
year

No promotion for 
thirty (3 0) months 
from date the 
suspension is 
completely served
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VII.  INFRACTIONS AND IMPOSABLE DISCIPLINARY
ACTIONS

Since all employees act as ambassadors of the University in their
daily work, they are expected to observe high standards of conduct.
All employees are expected to behave in a manner which reflects
positively on themselves and the University. They shall fulfill their
duties and responsibilities diligently with due regard to the values
promoted by Ateneo de Manila and in accordance with its policies,
procedures, and rules and regulations.

The following Table of Infractions is not meant to be exhaustive. It is
not meant to cover all possible scenarios. The University reserves its
right to impose disciplinary sanctions for other actions which may
be in violation of the provisions of the Labor Code of the Philippines
and other relevant laws and regulations, University-issued circulars,
memoranda, directives, and the like.

The sanctions indicated for each group of infractions in this Code
should be the usual disciplinary actions imposed; however, depending
on attendant mitigating and aggravating circumstances, the University 
reserves its right to exercise its discretion in issuing a lower or higher
sanction.

LEGEND:
WR – written reprimand
SUSP – suspension
TOE – termination of employment
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1.  INTEGRITY. Integrity flows from honesty and fairness of all
employees in the performance of their duties and in their
interactions with the University community and other stakeholders. 
They are expected to conduct themselves accordingly without using
their position for their personal gain or advantage.

   
 

   
 

     

    
    

    
  

    
   

  

    

 
 

 

    
   

   
    

   
  

    

 
 

 

  
  

   
    

   
   

  

 
 

 

  
  

  
   

  
 

   
  

    

 
 

 



22 Employee Code of Discipline

 
 

 
 

  
 

   
 

       
 

    
   
  

   
    

   
  

  
  

 

 
 

 
 

 
 

 
 

 
 

 
 
 
 

 
 

 
 

 

 
    

   
   

   
   

  
  

 

 
 

 
 
 
 

 
 

 
 

   

 
   

  
  
   

  
   
   

  
   

  
  

   
   

   
  
   

    
 

 

 
 

 
 
 
 

 
 

 
 

   

 
 

 
 

  
 

   
 

       
 

   
  

  
   
    

  
  
  

 
  
  

    
  

  
    
  

 
 

 
 

 
 
 
 

 
 

 
 

   

 
   

  
  
  

  
   

   
 

 

 
 

 
 
 
 

 
 

 
 

   

 
    

   
  

  
   

     
   

   
   

    
    

 

 
 

 
 
 
 

 
 

 
 

   



Ateneo de Manila University 23

 
 

 
 

  
 

   
 

       
 

    
   
  

   
    

   
  

  
  

 

 
 

 
 

 
 

 
 

 
 

 
 
 
 

 
 

 
 

 

 
    

   
   

   
   

  
  

 

 
 

 
 
 
 

 
 

 
 

   

 
   

  
  
   

  
   
   

  
   

  
  

   
   

   
  
   

    
 

 

 
 

 
 
 
 

 
 

 
 

   

 
 

 
 

  
 

   
 

       
 

   
  

  
   
    

  
  
  

 
  
  

    
  

  
    
  

 
 

 
 

 
 
 
 

 
 

 
 

   

 
   

  
  
  

  
   

   
 

 

 
 

 
 
 
 

 
 

 
 

   

 
    

   
  

  
   

     
   

   
   

    
    

 

 
 

 
 
 
 

 
 

 
 

   



24 Employee Code of Discipline

 
 

 
 

  
 

   
 

       
 
   

 
   

  
  

   
  
  

   
 

 
 

 
 
 
 

 
 

 
 

   

 
  

    
  
   

  
  

  
   

 
 

 
 

 
 
 
 

 
 

 
 

   

 
   

  
  

  
   

   
   
 

 

 
 

 
 
 
 

 
 

 
 

   

 
   

  
   
   

  
   

 
    

 
 

 
 
 
 

 
 

 
 

   

   
 

   
 

     

  
  

  
 

   
    
  

 

    
  

   
   

   
   

  
   

 

 
 

  
 

  
 

     

  
  
  

  
   

   
 

  
   

  

 
 

 

    
    

   
   

  

 
 

 

   



Ateneo de Manila University 25

     

   

  
 

   
  
 

   
  
  

  

 

 

 
    

   
 

  

   
 

 

 

 

 

 
   

 

 

  
  

   
   

  
   

 
    

 

 

   
 

   
 

     

  
  

  
 

   
    
  

 

    
  

   
   

   
   

  
   

 

 
 

  
 

  
 

     

  
  
  

  
   

   
 

  
   

  

 
 

 

    
    

   
   

  

 
 

 

   



26 Employee Code of Discipline

 
 

 
 

  
 

   
 

       
  

  
  

   
 

   
    

  
  

   
   

  
  

 
 

  
  

  
 

 
 

 
 
 
 

 
 

 
 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. PUBLIC	MORALS.	Public morals refer to moral and ethical standards 

enforced by society on its members. mployees are expected to observe 
high moral and ethical standards as their actions done in public reflect 
on the University and may affect other members of the University 
community. 
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2. PUBLIC	MORALS.	Public morals refer to moral and ethical standards 

enforced by society on its members. mployees are expected to observe 
high moral and ethical standards as their actions done in public reflect 
on the University and may affect other members of the University 
community. 
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3. PRODUCTIVITY.	 ach employee has a valuable contribution to make in 

ensuring the continued viability of the University. This may be achieved 
by making good use of one s time and the resources available while at 
work. This includes, but is not limited to, coming to work on time and 
avoiding unexcused absences.	
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3. PRODUCTIVITY.	 ach employee has a valuable contribution to make in 

ensuring the continued viability of the University. This may be achieved 
by making good use of one s time and the resources available while at 
work. This includes, but is not limited to, coming to work on time and 
avoiding unexcused absences.	
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considered as a leave of 
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4. RESPECT	FOR	PERSONS.	Relationships with members of the University 

community and other stakeholders must be governed by mutual respect. 
mployees  conduct should promote a safe and healthy environment for 

all members of the community that is free from intimidation and 
harassment. 
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4. RESPECT FOR PERSONS. Relationships with members of the University 
community and other stakeholders must be governed by mutual respect. 

mployees  conduct should promote a safe and healthy environment for
all members of the community that is free from intimidation and
harassment. 
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5. RESPECT	 FOR	PROPERTY.	 mployees are expected to respect each 

other s personal property as well as that of the University. Due diligence 
and care must be exercised in handling and using property and 
resources belonging to the University, as well as those that belong to 
other members of the University community.  
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5. RESPECT	 FOR	PROPERTY.	 mployees are expected to respect each 

other s personal property as well as that of the University. Due diligence 
and care must be exercised in handling and using property and 
resources belonging to the University, as well as those that belong to 
other members of the University community.  
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6. HEALTH,	 SAFETY,	AND	 SECURITY.	Reasonable health, security, and
safety precautions must be observed to ensure the well being of the
University community. All employees are expected to report promptly
to one s Immediate upervisor any ha ard, accident, in ury, or incident
that would compromise the well being of any member of the University
community.
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6. HEALTH, SAFETY, AND SECURITY. Reasonable health, security, and
safety precautions must be observed to ensure the well being of the
University community. All employees are expected to report promptly
to one s Immediate upervisor any ha ard, accident, in ury, or incident
that would compromise the well being of any member of the University
community.
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7. GOOD	CONDUCT.		In the performance of one s work, due regard must 

be given to the members of the University community and society. All 
employees are expected to display courtesy and good behavior, ensuring 
a good working environment in deference not only to co employees but 
to the public that we serve as well.	
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7. GOOD	CONDUCT.		In the performance of one s work, due regard must 

be given to the members of the University community and society. All 
employees are expected to display courtesy and good behavior, ensuring 
a good working environment in deference not only to co employees but 
to the public that we serve as well.	
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VIII.		APPEALS	PROCESS		

	
1. An employee who has been meted out a sanction of a ritten 

Reprimand or uspension may appeal the decision to the next 
higher authority (usually the unit ice President) within five (5) 
working days from receipt of the disciplinary action 
memorandum. ufficient and meritorious ustification must be 
provided for the appeal to prosper (e.g., new evidence that did not 
surface during the investigation which may mitigate the sanction 
meted out to the employee, a sound and valid reason why the 
employee thinks he/she was un ustly sanctioned, and/or other 
analogous circumstances/situations). 

 
2. An employee who has been meted out the sanction of 

Termination of his/her mployment may appeal the decision to 
the President within five (5) calendar days from receipt of the 
disciplinary action memorandum. ufficient and meritorious 
ustification must be provided for the appeal to prosper. (e.g., new 

evidence that did not surface during the investigation which may 
mitigate the meted penalty, a sound and valid reason why the 
employee thinks he/she was un ustly sanctioned, and/or other 
analogous circumstances/situations). 

 
NOTE:  Pending the decision on the appeal, the sanction shall    

nevertheless be immediately effected or executed.   
 

2.1 If a served suspension is reduced or overturned, 
reimbursement for lost pay shall be accorded and a clean 
record, if warranted, shall be reflected in the employee s 
personal (2 1 file) record. 

 
2.2 If termination of employment is overturned, the 

reinstatement of the affected employee shall be 
implemented as of the date stated in the decision on the 
appeal.  Payment of back wages covering the period from the 
date an employment was terminated up to when the 
employee is reinstated shall also be accorded, depending on 
the provisions of the decision on the appeal.  

 
 
 
 
 
 
 
 
 

 
IX.		MISCELLANEOUS		

	
1.				STANDARD	REVIEW	AND	UPDATING	PROCESS		

	
1.1 The Human Resource Council (HR Council) shall review this 

Code of Discipline (COD) every three (3) years after its approval 
and dissemination, or more frequently as it may deem necessary.   

 
1.2 The HR Council shall update the COD as may be necessary, taking 

into consideration any new laws that may have been passed 
which may affect the material content of this Code, or if sanctions 
for infractions deserve to be reclassified higher or lower on the 
sanction scale. The HR Council may issue a memorandum 
regarding the new policy or law, and then include such updates 
in the review of the COD. 

 
1.3 Any changes in the COD must be approved by the President, or 

his designated representative/s, prior to implementation. 
 
1.4 The implementation of changes made in the COD, for sanctions 

not yet served, shall not have a retroactive effect unless the 
change lightens the corresponding sanction for an already 
specified violation or other similar changes in favor of the 
employee.  Changes will become effective fifteen [15] calendar 
days after its announcement/circulation. 	

 
2.   EXCLUSIVE	PREROGATIVE 
	

The University Administration, in the exercise of its sole and 
exclusive prerogative, may add, amend, revise and/or delete  
this Code.   

 
3. SUPERSEDING	CLAUSE		
	

This supersedes all policies, circulars and memoranda inconsistent 
with those contained in this document. 

 
4. SEPARABILITY	CLAUSE	
	

In the event any portion of this Code is repealed by provision of law, 
it shall not affect the remaining provisions not inconsistent with  
the law. 
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