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Human Resources – DISCIPLINARY ACTION 
Employee Name:  Rhomil Vincent T. Lubanga Date:  February 3, 2025 

Employee Number:  5 Immediate Superior:  Niño Angelo Q. Manal 

Emp Status:  Regular Position:  STL – Asset Recovery 

 
Facts and investigation of the case:   
On December 26, 2024, we received a report coming from Ms. Stefanie Bellano (Manager of Asset Recovery of 
AdaptHealth) and Neil Trainer (Senior Director, Patient Financial Services, Adapthealth), escalating a few of the 
concerns they have regarding your performance at work.  Below are some of the frustrations they have shared with 
specific examples of the impact of your detached demeanor in the team: 
 
1. To put it bluntly, the client specifically mentioned that you have been disengaged, exhibiting a lack of leadership 

and accountability in many areas. 
 

2. It has been observed that you appear to be particularly withdrawn in the following areas: 
 

a. Commitment to New-Hire Training: There has been a noticeable lack of commitment to the new-hire training 
plan. The client strongly believes this is contributing to a higher turnover rate, particularly among agents who 
are completing their training. 

 
b. Adherence to Process Compliance: Your inconsistency in adhering to process compliance and staying updated 

on process changes has raised concerns. The department has implemented several new processes and tools 
over the past few years, accompanied by comprehensive training sessions for the team. However, it has been 
reported that you have not sufficiently held the team accountable for following these new procedures or using 
the tools effectively, as you seem to struggle with learning and applying these changes yourself. This has 
become a recurring issue, where the client feels they cannot rely on you during process updates, requiring 
multiple reminders before you effectively retain the information. It is important to note that this is not 
perceived as an issue with Ed, Marie, or their teams. 

 
c. Accountability in Communication: When discussing errors or areas for improvement, there appears to be a 

lack of accountability or acknowledgment of the issues on your part. Your responses tend to be vague or 
unrelated, which hinders constructive dialogue. 

On December 27, 2024, the Director of Operations, along with the Operations Manager and HR, conducted a one-on-
one meeting with you to address the concerns raised by our client. The meeting was facilitated by the HR Manager, 
and the minutes were documented by HR Associate Phel Estrera. During this meeting, you were given the opportunity 
to provide your explanation regarding these matters. As a result, this Notice to Explain (NTE) was created to formally 
address the situation.   

On January 14, 2025 you provided your Letter of Explanation with the following information written on your defence: 

• You apologize for any inconvenience caused by your silence on the client side as you focused on working in 
the background.  

• You made sure that everyone was reminded of their responsibilities and updated accordingly to help the 
agents perform at a higher level.  

• You acknowledge the client's frustration, as they were unaware that you had been consistently updating the 
team.  

• While you don't have an excuse for failing to communicate these updates effectively, you ask the client to 
review as shown on the attached images, which demonstrate that you have been fulfilling your duties and 
have not neglected your responsibilities.  Refer to Annex A for your supporting documents justifying this claim. 

• On commitment to new hire training, you are not certain as to how the client evaluatede the turnover rate 
for asset recovery.  As noted on the table you have provided in Annex A, 90% of the new hires were successful 
and were regularized. 



 

iPloy OPC  

9th Ayala Center Cebu Tower  

Cebu Business Park, Cebu City 6000  

• On the aspect of adherence to the process and training, you stated that starting 
from day one of 2024, you have been sending reminders, SOPs, and Video tutorials to all agents in your team 
(Refer to a screenshots that proves this claim).  
 

It is important to point out that the screenshots provided only shows proof that both TLs were able to cascade the 
information to their team members but it does not show that you were able to provide updates to the client on the 
instructions given and the progress as well.  As the STL of the team, it is your responsibility to update them about what 
your TLs have done including your own initiatives.  It is important that they know about the progress of every issues 
and concerns, assigned projects, and even simple instructions given by them to the team.  As the leader of Asset 
Recovery team, we expect that you know your basic responsibilities to your client as you have been handling this 
position for a long time now.   
 
We understand that you do not only provide assistance/support to the TLs but also to all the reps who comes to you 
for help if their TLs are unable to assist them.  As an STL, this is one of your responsibility for which you have been 
doing based on your screenshots provided.  But let us not forget that it is not the only responsibility you have as an 
STL.  You also have a responsibility to your onshore client. 
 
Your explaination with regards to the commitment to new hire training, it is very important that you discuss this with 
your manager and onshore client for them to be aware of the data.  Leaving them hanging will allow them to interpret 
data as it is and would appear that you are not doing anything to resolve it.  This is why communication with your 
onshore client is very important. 
 
Consequently, action plan must be created by you to address this matter focusing on the following factors:  (a) creating 
minutes of the meeting for every meeting attended esp with the onshore client noting down the topics that were 
discussed and listing down the attendees as well; and (b)  providing updates on all projects, initiatives and the like on 
a daily basis by submitting a Daily Productivity Report copying your Operations Manager and the Director of Operations 
for their awareness as well.   

Objectives:  

All Employees are expected to behave in accordance with the company policies and procedure.  This can be done by 
holding themselves accountable for demonstrating the utmost in professional behavior, following instructions 
required by the company in relation to his/her role in the organization, and by delivering the task in a timely manner 
being set forth by the client, immediate superior/s and the company. 

Consequences  
 
As stipulated in the company’s Code of Conduct and Discipline, all other acts of misconduct that cause or tend to cause 
damage or prejudice to the company shall be subjected to disciplinary action depending upon the gravity of the offense 
committed.  The Company’s Code of Conduct Policy and Discipline, under Rules on Proper Conduct and Decorum Section 
23 prohibits: 

“Neglect of Duty -failure to implement policies and procedures” 
 
Upon weighing all the pieces of evidence at hand as well as taking into account the deliberation from top management 
regarding your case not to mention your admittance to this case, you are hereby found to be culpable of violating the 
infraction/s as stated above.  Due to the severe impact of this case causing distrust of our clients not only toward you 
as the Senior Team Lead in Asset Recovery but also towards the Company as a whole, Management has decided to 
give you two (2) counts of Neglect of Duty thus giving you this Final Written Warning (FWW) with stern coaching. 
 
You must not incur another violation related to this or of the same nature within one (1) year period, otherwise this 
violation will progress and result in the issuance of Suspension up to and including termination depending on the 
impact of the violation. 
 

Understanding  
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By signing this document, you acknowledged that you will be participating in a discussion 

outlined above which will be facilitated by your immediate superiors.  You may elect to refute the basis of this FWW 
within five (5) days upon issuance providing written evidences supporting your Conduct Policy violation.  Otherwise, 
this FWW stands and will be added to your permanent record. 

 
Signature 
 

  NAME SIGNATURE DATE 

Prepared by: Ramelyn Castañares, HR Manager   Feb 3, 2025  

Noted by: Niño Angelo Q. Manal, Operations Manager 
  

Feb 3, 2025 

Approved by: Alfredo Camarillo, Jr, Director of Operations   Feb 3, 2025 

Issued by: Ramelyn Castañares, HR Manager  Feb 3, 2025 

Received by: Rhomil Vincent T. Lubanga, STL – Asset Recovery     

 

Feb 6, 2025
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Human Resources – NOTICE TO EXPLAIN FORM 
Employee Name:  Rhomil Vincent T. Lubanga Date:  January 3, 2025 

Employee Number:  5 Immediate Superior:  Niño Angelo Q. Manal 

Emp Status:  Regular Position:  STL – Asset Recovery 

 

Facts:   
  
On December 26, 2024, we received a report coming from Ms. Stefanie Bellano (Manager of Asset Recovery of 
AdaptHealth) and Neil Trainer (Senior Director, Patient Financial Services, Adapthealth), escalating a few of the 
concerns they have regarding your performance at work.  Below are some of the frustrations they have shared with 
specific examples of the impact of your detached demeanor in the team: 
 
1. To put it bluntly, the client specifically mentioned that you have been disengaged, exhibiting a lack of leadership 

and accountability in many areas. 
 

2. It has been observed that you appear to be particularly withdrawn in the following areas: 
 

a. Commitment to New-Hire Training: There has been a noticeable lack of commitment to the new-hire training 
plan. The client strongly believes this is contributing to a higher turnover rate, particularly among agents who 
are completing their training. 

 
b. Adherence to Process Compliance: Your inconsistency in adhering to process compliance and staying updated 

on process changes has raised concerns. The department has implemented several new processes and tools 
over the past few years, accompanied by comprehensive training sessions for the team. However, it has been 
reported that you have not sufficiently held the team accountable for following these new procedures or using 
the tools effectively, as you seem to struggle with learning and applying these changes yourself. This has 
become a recurring issue, where the client feels they cannot rely on you during process updates, requiring 
multiple reminders before you effectively retain the information. It is important to note that this is not 
perceived as an issue with Ed, Marie, or their teams. 

 
c. Accountability in Communication: When discussing errors or areas for improvement, there appears to be a 

lack of accountability or acknowledgment of the issues on your part. Your responses tend to be vague or 
unrelated, which hinders constructive dialogue. 

 
On December 27, 2024, the Director of Operations, along with the Operations Manager and HR, conducted a one-on-
one meeting with you to address the concerns raised by our client. The meeting was facilitated by the HR Manager, 
and the minutes were documented by HR Associate Phel Estrera. During this meeting, you were given the opportunity 
to provide your explanation regarding these matters. As a result, this Notice to Explain (NTE) was created to formally 
address the situation. 

Objectives:  
 

All Employees are expected to behave in accordance with the company policies and procedure.  This can be done by 
holding themselves accountable for demonstrating the utmost in professional behavior, following instructions 
required by the company in relation to his/her role in the organization, and by delivering the task in a timely manner 
being set forth by the client, immediate superior/s and the company. 

Consequences  

The Company value employees who take responsibility for their actions and behaviors. Likewise, iPloy requires its 
employees to abide by the policies and procedures set forth by top management.  As stipulated in the Company’s 
Code of Conduct and Discipline Policy, under Rules on Proper Conduct and Decorum Section 23, it states that “Neglect 
of Duty -failure to implement policies and procedures” is punishable according to the progression below: 
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1st Occurrence Written Warning 

2nd Occurrence Final Written Warning 

3rd Occurrence Suspension – 5 days 

4th Occurrence Dismissal 

 
Upon checking on our records, it shows that this is your 1st documented NTE since February 2023.  Nonetheless, 
depending on the impact this has with our client, this might progress to a higher sanction up to and including 
termination of your employment especially with the nature of your role in this company as a Senior Team Lead.  

Understanding  

1. The opportunity to explain in writing why you should not be given disciplinary action for the alleged violation 
of the policy mentioned above is hereby given. You understand that you have to accomplish and submit the 
attached Explanation Form to HR within 5 calendar days upon receipt of the Notice to Explain Memo. 
 

2. Lastly, you understand that failure to comply with the above shall mean a 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: Ramelyn Castañares, HR Manager   01.03.2024 

Noted by: Niño Angelo Q. Manal, Operations Manager   01.04.2024 

Approved by: Alfredo Camarillo, Jr, Director of Operations   01.04.2024 

Issued by: Ramelyn Castañares, HR Manager  01.04.2024 

Received by: Rhomil Vincent T. Lubanga, STL      
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Employee Name:  Rhomil Vincent T. Lubanga Date:  January 3, 2025 

Employee Number:  5 Immediate Superior:  Niño Angelo Q. Manal 

Emp Status:  Regular Position:  STL – Asset Recovery 

 

EMPLOYEE’S WRITTEN EXPLANATION FORM  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

(Employee’s signature over printed name) Date Submitted 
 

Note:  You may use extra sheets of paper if your explanation will not fit into this document. 

 

I deeply apologize for the inconvenience this has may caused for staying silent on the client side and 
working my self into the background making sure that everyone has been reminded on what needs to be done and updated accordingly for the agents to perform their task at a much better level. Yes I understand the client's frustration as they were unaware that i was updating the team all the time, I may dont have an excuse to  not inform or not properly communicate with them regarding the concerns they see but please see attached images that i did perform my job and have never neglects my responsibilities.






Commitment to new hire training 
 
I am not a 100% sure how they evaluated the turnover rate for asset recovery. 
 
As Far as I can remember. 
90% of them are successful on getting through regularized 

 
 
Adherence to the process and training. 
 
Starting from day one of 2024 I am already sending reminders, SOP and Video tutorials for 
all employees 
 



 

 



 

 

 



 



 



 

 



 

 



 



 



 



 

 



 
 



 



 




