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1.0
OBJECTIVES

To set the standard of conduct and ethics in the University which shall be observed by all employees. 

2.0
SCOPE

All employees of the University.

3.0
POLICY GUIDELINES

3.1
GENERAL GUIDELINES

All University employees are expected to act with integrity and good judgment and to follow the general guidelines below:

3.1.1 All decisions and actions must conform to all applicable laws, regulations and University policies.  

3.1.2 Individuals must be honest and trustworthy in all actions and relationships for, and in behalf of the University.  

3.1.3 Situations where personal interests conflict or appear to conflict with the interests of the University or any of its stakeholders must be avoided.  

3.1.4 Each decision or act must be proper, in terms of both our own sense of integrity and the scrutiny of others.  
3.1.5 Respect for human dignity must be fundamental in all the University's dealings.  

3.1.6 Communications must be honest and accurate.  Confidentiality must be maintained where appropriate.

3.1.7 Ethical conduct must be recognized and valued by all employees at all levels.

3.1.8 Unit heads shall resolve all matters of doubt regarding ethical conduct for personnel under their jurisdiction.

3.1.9 The President shall resolve all matter of doubt regarding ethical conduct for Administrators directly reporting to him.

3.2 GIFTS

3.2.1 All University employees must recognize that the acceptance of gifts from those doing business or seeking to do business with the University, from parents or students may give rise to legitimate concerns regarding flawed objectivity.

3.2.2 In general, faculty and employees should not accept gifts from students, parents, suppliers or persons doing business with the University except if these gifts are of nominal value not exceeding Five Hundred Pesos (PHP500.00).

3.2.3 If a faculty member or employee has any question regarding the propriety of a gift, he or she must bring up the matter to his/her immediate superior.
3.3 OUTSIDE EMPLOYMENT / OUTSIDE ACTIVITIES

3.3.1 All outside employment, engagements, or activities must have prior approval of the employee's Unit Head and/or the Director of the Office of Human Resource Management and Organization Development (OHRMOD).
3.3.2 Before an employee engages in any business activity which may overlap with the University’s business, the employee must make a full disclosure in writing to the Unit Head and/or the Director of the OHRMOD who, in turn, will issue a written memorandum if the activity is permitted/allowed.  

3.3.3 If there is a doubt whether a particular job is appropriate, the matter must be referred to the Unit Head for employees under his/her jurisdiction or to the University President for Administrators directly reporting to him. 

3.3.4 In fairness to all employees, the following should be kept in mind with respect to outside employment:

3.3.4.1 Employee must withdraw from outside employment or engagement if the University so requests;

3.3.4.2 Time devoted to outside employment must not interfere with normal University work hours and duties;

3.3.4.3 Employees must avoid real or perceived conflict of interest situations involving the University and the organization or company where they are employed or engaged;

3.3.4.4 Employment or engagement in a company or institution that directly competes with the University may be allowed but only with the approval of the Unit Head and/or the Director of the OHRMOD.
3.3.4.5 Involvement, employment or engagement in any tutorial or review school is strictly prohibited.  

3.3.4.6 An employee's outside employment or engagement must not reflect unfavorably on the University.

3.4 CONFIDENTIALITY

3.4.1
In the course of employment in the University, instances may arise when one will be privy to sensitive or confidential information.  In such cases, the information should not be shown, lent or divulged to anyone without the express consent of the immediate supervisor and/or Unit Head and only to authorized personnel.

3.5 CONFLICT OF INTEREST

3.5.1 All employees must avoid any situation where their personal interests may conflict or appear to conflict with the interests of the University.

3.5.2 Avoid any relationships that may result in flawed objectivity.

3.5.3 Conflict of interest situations include giving and receiving of gifts of material value, financial interests in companies dealing or competing with the University, inappropriate use or release of confidential information, purchasing from suppliers or other clients at below regular rates and being the recipient of credit from students, parents, suppliers or persons doing business with the University.

3.5.4 Conflict of interest occurs when in the course of dealings for the University, the employee finds himself in a position to influence a decision that results in a personal and unusual gain for himself or his family/relatives/friends or a company that he is associated/deals with.

3.5.5 It also includes use of University property, funds, position, or power for personal gain.

3.5.6 Each Administrator, unit head, supervisor, faculty member and staff must be familiar with the guidelines on the Conflict of Interest and should promptly report or submit for review any situation which could develop into a possible conflict of interest.

3.6 PROFESSIONALISM

3.6.1 Employees are expected to keep their relationships with co-employees, students, parents and other University stakeholders on a professional level.

3.6.1.1 Employees assigned as supervisors who review, revise, supervise, countercheck, audit, and/or control the work of subordinates shall safeguard this professional relationship in order to maintain their objectivity in the conduct of their work.

3.6.1.2 Employees assigned to units who countercheck, audit, control, and/or supervise other units of the University shall safeguard this professional relationship in order to maintain their objectivity in the conduct of their work.

3.6.1.3 Related employees may not be assigned where they could have the opportunity to check, process, review, audit, or otherwise affect the work of one another including influencing the performance rating and/or salary adjustment of a co-employee.

3.6.1.4 Employees shall not use their relationship with parents, alumni, students, or other persons who have dealings with the University for private advantage or personal gain.  Neither should they enter into a relationship with any member of a student’s family that might impair the University’s effectiveness in working with the students.

3.6.1.5 When a fellow employee behaves in an inappropriate manner that may hurt any student, the employee is obliged to talk to his/her colleague regarding the inappropriate behavior.  If no change occurs, the matter must be reported to the Unit Head and/or Director of the OHRMOD.

3.6.1.6 When an employee becomes aware of a practice or situation that may hurt or endanger the health and well being of a student or students, it is the employee’s ethical responsibility to protect the students and inform the Unit Head and/or Director of the OHRMOD.

4.0
PROCEDURE
4.1 Upon hiring and each time an employee is promoted, an employee is required to submit an Acknowledgement: Code of Conduct and Ethics Form (ACCE Form) [F-009-065-001-1] which signifies that the employee has read and understood the provisions of the University’s Code of Conduct and shall abide by the same.

4.2 If doubt exists in the employee's mind as to whether there exists a conflict of interest situation, he/ she must discuss with or seek the guidance of his/her immediate superior/unit head and/or the Director of the OHRMOD.
4.2.1 The immediate superior/unit head and/or supervising Administrator and/or the Director of the OHRMOD may determine whether a conflict of interest exists.

4.3 When the immediate superior/unit head and/or supervising Administrator is in doubt as to whether a conflict of interest situation exists, he/she shall ask the Director of the OHRMOD or the President to rule on the situation.

4.4 On or before the 15th of January of every year, an employee is required to submit the Disclosure of Gifts Received for the Past Year Form (DGRPY Form) [F-009-065-001-2] to the OHRMOD.  The Unit Head/Administrator shall retain a second copy for the Unit file.

5.0
APPENDICES

	Document No.
	Document Title – Page Type
	Filename / Hyperlink 

	F-009-065-001-1
	Acknowledgement: Code of Conduct and Ethics Form (ACCE Form)
	F-009-065-001-1 ACCE Form OHRMOD 02-07-2017.doc

	F-009-065-001-2
	Disclosure of Gifts Received for the Past Year Form (DGRPY Form)
	F-009-065-001-2 DGRPY Form OHRMOD 02-07-2017.doc


VIOLATIONS OF ANY OF THE PROVISIONS CONTAINED IN THIS POLICY SHALL BE GOVERNED BY THE UNIVERSITY’S POLICY AND CURRENT PRACTICES ON DISCIPLINARY ACTION CASES AND GRIEVANCES, IF APPLICABLE.

THE UNIVERSITY ADMINISTRATION IN THE EXERCISE OF ITS SOLE AND EXCLUSIVE PREROGATIVE, MAY ADD, AMEND, REVISE AND/OR DELETE THIS 

POLICY.

THIS SUPERSEDES ALL POLICIES, CIRCULARS AND MEMORANDA INCONSISTENT WITH THOSE CONTAINED IN THIS DOCUMENT.

IN THE EVENT ANY PORTION OF THIS POLICY IS REPEALED BY PROVISION OF LAW, IT SHALL NOT AFFECT THE REMAINING PROVISIONS NOT INCONSISTENT WITH THE LAW.
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