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9th Ayala Center Cebu Tower @ ’ g 50 ,o
Cebu Business Park, Cebu City 6000
January 11, 2024

Ms. Sianemie S. Paragas
Trainee
Banawaq, Cebu City

Dear Ms. Paragas,

Your training as a Customer Service Representative has been subject to evaluation
from the date you were hired up to present. Thus, it is expected that continuing good
work performance, attendance and work attitude are to be maintained. You were
given the expectation to adhere to the department’s set standards of your job, as well

as company policies and practices, which has been made known to you form the day
you were hired.

In view of this, we find that you were not able to meet the minimum standards for you

to become an employee of iPloy, POC. Thus, we regret to inform you that we are ending
your training effective immediately.

Thank you for the services you have rendered to the company and we hope for your
success in your future endeavors.

Since —

~
Ramelyn Castaiiares
HR Manager

Conforme: \ﬂmmr-} S, RPepGhS 0= - 1y
Complete Name and Signature Date Signed
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Administrative Hearing Form

Case ' m]!‘dl‘q? [Zjl(lmd[(}g [ﬂﬁ![ﬂldﬁah Date JM%JLMW
Employee Involved : S10nemie Sl Mgat '\f;mneue LY ‘-2)) M
Program/ Department : _'A“H]mmﬁgn e : W

Immediate Superior ‘MC%"P( 413!!.’”” b Ref. #

Remarks / Agreement:
a

Employee confirms awareness of the company policy being violated, and its provisions
and sanctions for Violations against it. oy : B

O Employee confirms that the signature on the Notice issued and explanation a
his/hers.

O Employee confirmed previous infractions and was given appropriate sanctions and
coaching sessions.
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By signing this document, the signatories confi

irms that they have
of this document.
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and has reviewed and agrees to the content nhaive hearing
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Employee / Halpee Involved

Minutes taken by: Jﬂ

Signature on top of printed name

Immediate Supervisor
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Human Resources — NOTICE TO EXPLAIN FORM

Employee Name: | Sianemie Paragas Date: January 10, 2024 V
Employee Status: | Trainee | Immediate Superior: | Alex Apurado (Senior Team Lead)
Facts:

We received an email from your Senior Team Lead, Alex Apurado, stating that during his one-on-one
session with you, you mentioned that you are currently on your 3™ year in CNU and about to start your
2™ semester by next week with 22 units enrolled. Further, he added that you will be a 4" year student
next year with practicum units that will require you to be in the field the entire day. Upon reviewing the
interview notes with the initial interviewer and final interviewer, it was noted that you were firmed in
informing the interviewers that you have no plans to pursue your studies anytime soon since you want to
work and help your mother in providing for the family.

Based on this information, it-is clear that you have misled us during the interviews. This is a clear violation
of the Company’s core values where intentional or purposeful submission of materially false or misleading
information, including but not limited to the trainee's application for employment or any other documents
submitted to the company during training is prohibited and should not be condoned. This behavior is
against the Company’s fundamental principles and should not be tolerated.

Objectives:

All Trainees and Employees are expected to perform their duties both in accordance with the company
policies and practices and in a professional manner by building positive working relationships with clients,
customers and co-workers; by communicating in a respectful manner; by creating a safe and secure work
environment that protects the integrity and confidentiality of property, products, processes and
information; by holding themselves accountable for demonstrating the utmost in professional behavior
and by delivering the task in a timely manner being set forth by the client, immediate supervisor/s and
the company.

Understanding:

1. The opportunity to explain in writing as to why we should not be ending your training for the alleged
violation of the policy being mentioned above is hereby given. You understand that you have to
accomplish and submit the attached Explanation Form to the HR upon the receipt of the Notice to
Explain Memo. Should you have any other document/s to support your stand, kindly attach it and
submit together with the Notice to Explain Form.

2. Lastly, you acknowledge and understand that failure to comply with the above shall mean waiver on
your part to be heard and appropriate disciplinary action may be taken by the Company including
possible termination.

NAME SIGNATURE DATE
Prepared by: |Niegel Arganza, ER Supervisor Wﬁ ] / 10 ) 202§
Noted by: Ramelyn C. Castafiares, HR Manager W ///0 /902,4/
Received by: |Sianemie Paragas, Trainee /9":“" I/lo /101‘!
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EMPLOYEE’S WRITTEN EXPLANATION FORM
Date/Time: o fiv j2ony

To (Immediate Superior/Team Lead):
Position/Department:
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Administrative Hearing Form

Case ukgﬁggm ate an i 10,2014
Employee Involved @%4 % Wime o
Program :
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Venue

M-ﬂnmﬂ e

Immediate Superior

hmuks/Agnemem'

Employee confirms awareness of the company policy being violated, and its provisions
and sanctions for Violations against it.

O

O Employee confims that the signature on the Notice issued and explanation are
his/hers.
3 Employee confimed previous infractions and was given appropriate sanctions and
coqaching sessions.
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By signing this document, the signatories confirms that they have attended the adminisirative hearing
and has reviewed and agrees to the content of this document.

zddlond Altendees during confarence: Schedule for FEEDBACK Discussion:
)!’5! lrjmh #, Date:

C Time:
. Venve:

Conforme:

 Immediate Supervisor

Minutes taken by:

MSIQHON-N on top of pﬁnt‘& name
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Administrative Hearing Form
Case K8} by trudhf] / /"”"’”('"3 #“"‘ .Date Jon vory 1, w4
Employee Involved : Danmiv Pﬂqu@r Time : %0 £M
Program/ Department : Sotbocizahen Venve : 2 ACcr
Immediate Superior t Alex  Averandp Ref. #

Remarks / Agreement:
O Employee confims awareness of the company policy being violated, and its provisions
and sanctions for Violations against it.
0O Employee confirms that the signature on the Notice issued and explanation are
his/hers.

0O Employee confirmed previous infractions and was given appropriate sanctions and
coaching sessions.
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By signing this document ]‘he fgnafories confirms that they have attended the administrative hearing

and has reviewed and agrees to the content of this document.

Addiﬂonul Aﬁendees durl ',g- bnference: Schedule for FEEDBACK Discussion:
A Date:
Time:
Venve:
Conforme: 9’*“”
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E ployee / Trainee Involved Immediate Supervisor

Minutes taken by: N '\Cm‘ta

Signat e on p of printed name
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Administrative Hearing Form

Case

Date  : danpiany 10, L0y
Employee Involved Time : [£50 PM

Program/ Department Venue : MM_’_AC(/T
Immediate Superior  : Aoy pnipade Ref. #

Remarks / Agreement:

O Employee confirms awareness of the compony policy being violated, and its provisions
and sanctions for Violations against it.

O Employee confirms that the signature on the Notice issued and explanation are
his/hers.

O Employee confirmed previous infractions and was given appropriate sanctions and
coaching sessions.
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By signing this document, the signatories confirms that they have attended the administrative hearing
and has reviewed and agrees to the content of this document.

Additional Atendees during conjerence: Schedule for FEEDBACK Discussion:
1 o~ Date:
= Time:

e Venve:

Conforme: &
Employee / Trajppeg Involved Immediate Supervisor
Minutes taken by: WMYA That ToREepe(
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Administrative Hearing Form

Case Kok uing droltify] [oviding Wideaoling k- Date nu
Employee Involved . Gmunv Porggac g " lime ()

Program/ Department :  Ajforiqhin Venue : H{L-(onferagt - ACU)
Immediate Superior ;' M  prado Ref. #

Remarks / Agreement:
O Employee confirms awareness of the company policy being violated, and ifs provisions
and sanctions for Violations against it.
O Employee confirms that the signature on the Notice issued and explanation are
his/hers.
O Employee confirmed previous infractions and was given appropriate sanctions and
coaching sessions.
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By signing this document, the signatories confirms that they have attended the administrative hearing
and has reviewed and agrees to the content of this document.

Additional Attendees dur| onference: Schedule for FEEDBACK Discussion:
|4 Date:

Time:
Venue:

Conforme: %“"‘M
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Emplgyee / Trainee Involved Immediate Supervisor
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