Philippine Embassy
PHILIPPINE OVERSEAS LABOR OFFICE
Baabda, Lebanon

DOCUMENTARY REQUIREMENTS FOR THE VERIFICATION OF EMPLOYMENT
DOCUMENTS TO BE SUBMITTED TO THE PHILIPPINE OVERSEAS LABOR OFFICE
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BALIK MANGGAGAWA - HOUSEHOLD WORKERS
Amount of Verification Fee to be paid to POLO - $10.00

Completely filled — up Balik Manggagawa Information Sheet;

Original notarized employment contract and have Apostille stamped from the
Governor’s Office;

Certificate of employment with salary;

Undertaking of the employer;

Contingency Plan;

Copy of worker’s passport, valid at least six (6) months from the date of intended
departure;

Copy of worker’s previous and valid/existing work permits;

Copy of employer’s passport or ID with signature; and

Copy of the employer's airway bill shipment receipt for the documents to be sent back
to Turkey

Please note that:

Items b, ¢, d, e and f are downloadable;

Item 1 (if ID is submitted) should be translated in English; and

Items b to i should be submitted in three (3) sets — one (1) original and two (2)
xerox/duplicate copies

Employment contracts of Overseas Filipino Workers who are going back to the
same legal employers and have served a portion of their contracts are qualified as Balik
Manggagawa, as evidenced by item g above.

For those OFWs who have already registered with the POEA and have secured
their OECs, and will be going back to the Philippines and will be returning to the same
legal employers and have to log in first to bmonline.ph to know if they are OEC
exempt.

If not exempted, the workers have to submit again the above-mentioned
documents.
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PERSOKAL DATA

Last Name First Name Name Ext. (e.g. Jr.,llI} Middle Name
Passport No.:
Birthdate: / Sex: B Male E Female
DD/ MM/ YYYY Civil Status: [ singe [ widowser
Place of Birth: [ Marries [Jtegaty separates /
Annufled
Home Address in the Philippines:
Lot No. Block No. Phase No. House No. Street Name Subdivision
Municipality/City Province ZIP Code
ssswo: | J LT VT T T T T T Pag-1BIG RTR/MID:
Telephone/Celiphone No. Email Address:
hiother's Full Maiden Name:
Last Nsme First Name , iiddie Wame
Name of Spouse (if married):
Last Name First Name Middle Name
{ CONTRACT PARTICULARS OF OFW
Name of Company/Employer: .
Address of Employer: N
Tel. No./Fax No /E-Mail Address: Salary / Currency:
Position: Contract Duration:
Date of tast deployment from the Philippines: Date of recent return/arrival to the Philippines:
| LEGAL BENEFICIARIES / QUALIFIED DEPENDENTS )

Children (20 years old and befow) - Registered Birth Certificate; Non-l4ember Spouse - Registered Marriage Cerlificate; Parents
(60 years old and abave) - Senior Citizens Card and Registered Birth Cerlificate of Member (OFW)

Complete Name

Sex

Relationship of OFW
to Dependent/s

Date of Birth

I hereby certify that the above statements are true and correct and that the above-named dependents have not been declared by

my spouse / brother/sister.

Worker's Signature Over Printed Rame

il FOR BIX. GROUP/AGENCY

Name of Agency:




FORM A
STANDARD EMPLOYMENT CONTRACT
For Filipino Household Service Workers

STANDART I$ SOZLESMES]
Ev hizmetlerinde galisacak Filipinli isgiler igin

This employment contract is executed and entered in by and between:
Isbu sézlegme asagida adi gegen taraflar arasinda akdedilmigtir

A. Employer / Isveren:

Address / Adresi:

Civil Status / Meden: Hali-

Contact No. /iietisim No:

Passpor No. / Pasaport No -

Date/Place of Issue / Verilgigi yer ve tarin-

B. Household Service Worker / Ev hizmetieri isGisi:

Philippine Address / Filpinier Adresi-

Civil Status / Medeni Hali:

Contact No. /lietisim No:

Passport No. 7 Pasaport No.:

Date/Place of Issue / Verildigi yer ve tarin:

Voluntarily binding themselves to the following terms and conditions
Sozlesmenin tarafiar agagida verilen hukum ve kogullarla kendilerini bagl kilarlar

1. Site of Employment / isyeri:

2. Contract Duration TWO (2) years commencing from the household service worker's
departure from the point of origin 1o the site of employment / Sézlegme siiresi, ev hizmetleri
géreviisinin kendi iilkesinden Is yerine varigini muteakip iki (2) yildir.

3. Basic monthly salary USS / Aylik maag Amerikan Dolar;

4. Work Hours: The household service worker shall be provided with continuous rest of at least

twelve (12) hours per day / Calsma saatleri: Ev hizmetleri isgisine ginlik araliksiz en az 12
saat dinlenme sdresi verilecektir.

S. Rest day: At least one (1) rest day (24 hours) per week / Istirahat gund: Haftada en az bir (1)
gun (24 saat)

6. Free transportation to the site of employment and back to the point of origin upon
expiration of contract or when contract of employment is terminated through no fault of the
household service worker and or due to force majeure. In case of contract renewal, free
round trip economy class air ticket shall be provided by the employer / Is akdinin sona ermesi
veya ev hizmelleri isgisinin kusuru olmaksizin Is akdinin feshi halinde veya fors majér
durumlarda, ¢ahganin isyerinden kendi (ilkesine (cretsiz olarak dénuginan saglanmas:
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10.

11.

12.

13.

14.

FORMW A
sbzlegmenin yenilenmesi halinde isginin Glkesine gidig-déndsu igin ekonomi sinifi ugak biletinin
Isveren tarafindan temin edilmesi gerekmektedir.

The Employer shall furnish the household service worker, free of charge, separate
suitable and sanitary living quarters as well as adequate food or food allowance as defined by
relevant Turkish laws / Isveren ev hizmelleri isgisine, ilgili Turkiye mevzuatina uygun olarak
Ucretsiz bir sekilde, esyas ile beraber sahsina ait bir uygun ve sagliki bir yasam alan temin
etmenin yanisira yeterii gida 6denegi ayiracaktir.

Free emergency medical and dental services for the household service worker including
facilities and medicine / Ev hizmetleri isgisinin, tesis ve ilaglar dahil olmak Gzere, iicretsiz
olarak genel saglik ve diggilik hizmetlerinden yararlanmasi saglanacakti.

Employer should provide the Household Service Worker Vacation leave with full pay of not
less than 14 calendar days for every year of service (per Article 53, Chapter 3 of the Turkish
Labow Law 4857) to be availed of upon completion of at least one year of the contract / 4857
sayih Tirk Is Kanunu'nun 53. maddesi geregince, iki yillik s6zlegme suresinin en az bir yilini
tamamlamig olan ev hizmetleri iggisinin her yil ondért (14) takvim ginidnden daha az
olmayacak sekilde tcretli yillik izin kullanmas isveren tarafindan saglanacaktir.

The employer shall provide the household service worker with personal life accident
medical and repatriation insurance with a reputable insurance company in the host
country / Isveren, isgi igin ev sahibi tlkenin givenilir bir sigorta girketiyle bireysel yasam, kaza,
saghk ve ulkesine geri doniig sigortas yapar.

The Employee shall have the following duties and responsibilities under this Contract / Bu
sézlesmeye gore, is¢i asagdidaki gérev ve sorumluluklar yerine getirecegini taahdt eder:

©cQaonoTw

The Employer is mandated to open a bank account in the name of his/fher employer to which all
the employees’ salaries and benefits are to be deposited and recorded. This is stipulated in
Atticle 32, Chapter 3 of the Turkish Labor Law 4857. / 4857 sayih Tirk I Kanunu'nun 32.
Maddesi uyarinca, igveren, isginin maagsini ve diger 6demelerinin kayit altina alinmas: igin, isgi
adina agilacak bir banka hesabina yatirmakia yakamiaddir

The employer shall assist the household service worker in remitting a percentage of his/her
salary through proper banking channels / Isveren ev hizmetleri iggisine maaginin beliri bir
kisminin uygun banka kanallar aracihiyla Filipinler'e génderilmesine yardimci olur.

Special Provisions /Ozel hikamler:

a. The employer shall treat the household service worker in a just, respectful and humane
manner. Physical violence, verbal or sexual abuse of the household service worker shall not
be tolerated. / Isveren, ev hizmetleri isgisine saygili, adil ve insan onuruna yaragsir sekilde
davranacaktir. Isgiye higbir surette fiziksel siddet kullanlamaz; s6zli ya da cinsel taciz
uygulayamaz.

b. The household service worker shall work solely for the Employer in his immediate
household. The employer shall not cause the worker to work in another residence or be

Page 2of &

Signature of the Employer Signature of the Worker



FORM A
assigned in any commercial industrial or agricultural enterprise. / Isgi. sadece sozlesmede
belirtilen adreste ve sadece ev igi hizmetlerde istihdama ybnelik ise alinacaktir. igveren,
hicbir kogulda isciden baska bir yerde calismasini talep etmeyecek, kendisini ticari veya
tarimsal bir iste cahgmaya zZorlamayacaktir. :

c. The employer shall not deduct any amount from the regular salary of the household service
worker other than compulsory contributions prescribed by law. Such legal deduction must
be issued a corresponding receipt. / Isveren, isginin sézlesmede belirtilen maasindan
herhangi bir kesinti yapamaz. Yasarin zorunlu kildigi kesintiler olmas: halinde, yapilan
kesintinin makbuzu Is¢iye teslim edilmelidir.

d. The employer shall pay for the household service worker's work residence permit and exit
re-entry visa and all recruitment costs and shall not seek reimbursement from the
household service worker at any time / Isginin ¢alisma izni veya yeniden giris vizesi
masrallar igveren tarafindan kargilanacaktir.

e. The Employer shall not hold or withhold the Household Service Worker's passpor with or
without his’her consent (Philippine Passport Act of 1996 R A. 8239 and articles 109 and
148 of the 5237 numbered Turkish Criminal Code) / Isverenin, isginin pasaportuna rizasi
olsun ya da olmasin el koymas: hukuka aykinair. (1996 tarihli 8239 sayili Filipinler
Cumbhuriyeti Pasaport Kanunu ve 5237 sayih Tiirk Ceza Kanunu'nun 109'uncu ve 148'inci
maddelerine gére)

f.” The passpon, work/residence permit of the household service worker shall remain in his’her
possession at all times. / Ev hizmetleri Is¢isi, pasaportu ve galisma vizesini daima kendis;
muhafaza edecektir.

g. No provisions of this contract shall be altered amended or substituted without the written
approval of the Philippine Embassy or POEA. / Isbu s6zlesmenin herhangi bir hikmd,
Filipinter Bdaydkelgiligi'nin veya POEA’nin yazili onayi olmaksizin degistirilemez

15.In the event of death of the household service worker during the term of this contract
his’/her remains and personal belongings shall be repatriated to the Philippines at the
expense of the employer. In case the repatriation of remains is not possible, the same may
be disposed (buried, cremated or in accordance with the person's religious
requirements) upon prior approval of the household service worker's next of kin or by the

veya Filipinler Cumhuriyeti Blydikelgiligi'nin onayi alindiktan sonra, merhumun cenaze islemleri
dini inanci dogrultusunda gergeklegtirilebilir.

16. Termination / Is s6zlesmesinin feshi

a. Termination by Employer: The employer may terminate the household service worker's
contract of employment for any of the following just causes: serious misconduct, willful
disobedience by the household service worker of the lawful orders of the employer,
neglect of the household service worker of her duties, and violation of the laws of the

host country, duly documented and validated. The household service worker shall

mukelleftir.

b. Termination by the household service worker. 1) Termination without cause - the
household service worker may terminate the contract without cause by serving a written
notice on the employer at least one month in advance. Without such notice the worker
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17.

18.

19.

20.

FORM A
shall shoulder her/his return transportation. 2) Termination for a just cause - the
worker may also terminate the contract without serving any notice on the employer for
any of the following. when the worker is maltreated by the Employer or by any member
of his/her household, or when the employer violates the terms and conditions of this
contract by committing any of the following acts: violation of the special
provisions, deliberate non-payment of salary, physical molestation and physical
assault. The Employer shall pay for the repatriation expenses as well as any
compenstaion due the hoseuhold service / Is¢gi tarafindan feshi: 1) Hakli sebep olmaksizin
fesih: ev hizmelleri isgisi, isverene en az bir ay énceden yazili olarak haber vermek
kaydiyla hakli sebep gostermeksizin sozlegmeyi sonlandirabilir. Bu sireye riayet
edilmedigi takdirde is¢i donis masraflanni karsilamakla yikiamlidar. 2) Hakli_nedenle
fesih: Ev hizmetleri is¢isi, 6 z e | h ( k 0 m | e rin ihlal edildigi, isveren tarafindan
kendisine veya ailesine iyi muamele edilmedigi, maaginin 6denmedigi, s6zlesme gartiarina
uygun davraniimadig: veya fiziki saldiri veya cinsel taciz gibi durumlarla karsilagsmasi
halinde igverene herhangi bir bildirimde bulunmaksizin sbzlegsmeyi feshedebilir. Bu gibi
durumlarda igginin Ultkesine ddnis masraflari isveren tarafindan karsianir.

c. Termination due to illness: Either party may terminate the contract on the grounds of
ilness, disease or injury suffered by the worker where the latter's continued
employment is prohibited by law or is prejudicial to his’her health as well as to the
health of the employer and his household. The repatriation expenses shall be shouldered
by the employer. / Hastalik sebebiyle fesih: Sdzlesmenin taraflarindan herhangi biri, isginin
kanunlar gergevesinde belirtilen hastalk, yaralanma ve saktlik durumlarinda is géremez
hale gelmesi veya isginin durumunun isverene ve ailesine tesir edebilecedinin
gozlemlendigi hallerde, sézlesmeyi feshedebilir. Isginin Glkesine geri donus masraflan
isveren tarafindan karsianir.

Seltlement of Disputes: In case of dispute between the household service worker and the
employer the matter must be referred by either party to the Philippine Embassy which shall
endeavor to settle the issue amicably to the best interest of both parties as appropriate. If
the disputes remain unresolved the Embassy official shall refer the matter to the appropriate
Labor Authorities of the host country for adjudication without prejudice to whatever legal
action the aggrieved party may take against the other. / Uyusmaziiklarin ¢6zimu: Sézlegmenin
taraflarindan herhangi biri aralarinda ortaya gikabilecek anlagmaziiklarin ¢6zimd hususunda
Filipinler Cumhuriyeti Blyukelgiligi'ni bilgilendirilmelidir. Buydkelgilik ise her iki tarafin lehine
olacak sekilde anlasmaziigin sulh yoluyla ¢6zimdi igin girigimde bulunacaktir. Biyikelgilik,
anlagmaziigin sulh yoluyla ¢6zime kavusturulamamas: halinde, yasal surecin muhtemel
sonugiari ile alakali bir nyargi olmaksizin, ilgili dosyay: Galigma Bakanligi'na yonlendirecektir.

In the event of war, civil disturbance or major natural calamity, the employer shall repatriate
the worker to the Philippines at no cost to the worker. / Savas, dogal afet vb. durumlarda, isginin
Filipinler'e dbniis masraflari igveren tarafindan kargilanacaktr.

Other terms and conditions of employment shall be governed by the pertinent laws of the
Philippines and the host country. Any applicable provision on labor and employment of the
host country are hereby incorporated as part of this contract. /Istihdam ile ilgili diger hikamler,
Filipinler ve ev sahibi tlkenin ilgili kanunlari gergevesinde duzenlenmigtir. Ev sahibi dlkenin
galisma ve istihdam ile ilgili yasal hukdmleri bu sézlegmenin kapsarmi dahilindedir.

It is required for the Employee and Employer to both attend, together, the Post-Arrival
Orientation Seminar (PAOS) that is to be conducted by the Philippine Embassy at least once
every two-year contract period. Non-attendance may be grounds for the non-renewal of the
contract and non-authentication of the contract by the Embassy Consular Section. / Taraflarin
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FORM A
iki (2) yillik sézlesme sdresi icerisinde Filipinler Cumhuriyeti Blydkelgiligi'ne miracaat ederek
en az bir defa Oryantasyon Semineri'ne (PAOS) katimalari zorunludur. Buna uyulmamasi
durumunda Filipinler Buydkelgiligi, Konsolosluk Birimi'nin sézlesmeyi yenilememe veya
onaylamama hakki vardir.

In witness thereof we hereby sign this contract onday of__ at

o | Isbu sozlesme yukanda belitilen
hususlar gergevesinde belirtilen tarihte ve yerde imzalanmistir.

Signature of the Employer Signature of the Worker
Witness ' A ~ Witness
Sahit Sahit

Page 50! 5



Form C

/ /20

PHILIPPINE OVERSEAS EMPLOYMENT ADMINISTRATION
FILIPINLER DENIZASIRI ISTIHDAM IDARES!

SUBJECT: CONTINGENCY PLAN
KONU: ACIL DURUM PLANI

GENTLEMEN:

YETKILI:

I, the undersigned, , Wish to convey the following designated
Contingency Plan related to the recruitment of Filipino worker

who shall employed under my sponsorship. This plan
covers remedial measures that should apply in the event of any contingency (i.e. Natural
Calamity, or Man made Disaster/War).

Ben, agagida imzasi bulunan , hizmetimde ¢alisacak
olan Filipinli is¢i ile alakali asadidaki Acil Durum
Plani’ni teblig ediyorum. Bu plan acil durumiarda (dogal afet veya savas) alinacak lyilegtirici
tedbirleri kapsamaktadir.

7- Inthe course of any impending contingency, we shall strive our best to repatriate the
employee to their point of origination as soon as possible via safe method of travel /
Yakinda ortaya ¢ikmasi beklenen acil durumlarda, isginin en givenli seyahat yontemi ile
ulkesine geri génderilmesi igin elimden gelen cabayi gbsterecegimi,

2- If repatriation measures are not possible as prompted by the prevailing circumstances
that may occur | shall provide continuous support to the employee (i.e. food, medical
provision, clothing's and safe shelter) as well as ensure remittance of their salaries to
their families including constant communication with the update of their living condition:
and / Isginin ilkesine dénigd igin alinacak tedbirlerin ortaya ¢ikan kosullardan dolay:
uygulanamamas! durumunda, kendisine araliksiz olarak destek saglayacagima (gida,
saghk ve giyim) ve isginin Filipinler'de bulunan ailesiyle sdrekli iletigimde olmasin;
saglayarak, maaginin aileye havalesini temin edecegimi, ve

3- 1 shall provide personal accident insurance through a reputable insurance company in
in favor of the employee that will cover benefits for
their beneficiaries during their employment. / Isciye calisma siiresi boyunca glivenilir bir
sigorta kurumu araciliiyla bireysel kaza sigortasi yaptiracagimi,

AND BY VIRTUE OF THIS LETTER, we pledge to give the employee a reasonable and justified
treatment for his/her well-being in accordance with the job contract. / BU MEKTUP MUCIBINCE,
Isciye is sézlesmesi gercevesine uygun olarak makul ve hakli muamele edecegimi taahhdit

ediyorum.

Employer name & Signature

Isverenin ismi ve imzasi

Pagelof1



FORM B

UNDERTAKING OF THE EMPLOYER FOR THE EMPLOYMENT OF

A HOUSEHOLD SERVICE WORKER (HSw)
EVHIZMETLER! ISCISININ ISTIHDAMIILE 1L GILI ISVEREN TAAHHUTNAMES!

l, . with residence al
(Name of Employe / Iverenin adi)

- » do hereby
underiake the following in connection with the employment of Filipino household service worker
(HSW) . — in my househoid.

(Name of Employee / isginin ad;)
adresinde mukim, ben, .,

. _ isimli Filipinli ev hizmetleri iscisi (HSW) ile aramga yapilan s
sozlesmesi uyarinca agagidaki sartlan yerine gelirmeyi taahhixn edjyorum.

1. That upon armival of the HSW, | will make her/him contacl the Philippine Embassy by
phone to confirm her amival / HSW isyerine ulastiinda Filipinler Cumhuriyeti
Biydkelgiliji'ne bilgi pa ylasimi icin telefonia ulagmasin saglayacagm

2. That the HSW shall have custody of her/his passpori/iravel documents at all times /
HSW'ye sit pasaport ve dijer seyahat belgelerinin daima kendi sorumiuludu altinda

muhalaza edilecegini

3. That the HSW shall be treated humanely by me and by the other persons staying at
my haouse / HSWye sahsim ve evimde yageyan dijer kigiler tarafindan insgna yekisir
bir sekilde muamele gérecedini 0

4. That [ shall provide the HSW with a separale sleeping room / HSW'nin sahsina ait
bir yatak odasi 1ahsis edilecegimi

5. That the HSW shall be given a res! period of af least welve (12) continuous hours
daily / HSW'ye ganlidk araliksiz en az 12 saat dinlenme sdresi verilecegini

€. That the HSW shall be made to work only in my residence as indicated in the
contract / HSW'nin sbzlegmede belirtildisi gibi sadece benim evimde galistinlacagin

7. That upon the request of the Philippine Embassy, the HSW shall be allowed to
communicale with the Embassy via phone / Filipinler Cumhuriyei Biyokelgiliyi‘nin
talep etmesi halinde, HSWnin telefon yoluyie elgitik ile gorasmesine masade

edilecegini
8. That the HSW shall be allowed 1o freely communicate with herthis family in the
Phllippines or with the Philippine Embassy / HSW'nin gerek Filipinler'deki allesi

gerekse Filipinter Cumhuriyeti Bayokelgingi  ile serbesige gbrasmesinge mosede
edilecegini

8. That | shall present in person the HSW to the Philippine Embassy when so required /
Ihtiyag duyulduGunda HSWYi Filipinler Cumhuriyeti Bayokelgilgine bizzat getirecedimi

10 That | shall not make the HSW extend her contract or lrensfer (o another employer
withoul the veriticetion and approval of the Philippine Embassy / Filipinler Cumhuriyeti

Signature of Employer

Clemramirm (e mad



FORM B

Blylkelgigi'nin onay: ahnmaksizin HSW'nin is sézlesmesinin uzatimasina veya
bagka bir isverene transfer olmasina misade etmeyecegimi

11. That | shall appear in person before the Philippine Embassy, when so required /
Gerekli durumlarda Filipinler Cumburiyeti Biydkelgilji'ne bizzal gelecegimi

12. That I shall notily the Philippine Embassy of any significant developments about the
conditions and employment of the HSW including her/is repatriations / HSW'nin genel
durumu veya i§s durumu ile alakall onemli gelismeler hakkinda Filipinler Cumhuriyeti
Buayikelgigi'ni bilghlendirecedimi
13. That I shall explain to the members of my household the foregoing underiaking and
ensure that the underiekings ate observed by them; and / Hsane halkini bu
taghhatname hakkinda bilgilendirecedimi ve onlarn da beliftilen gartlara uyulup
uyulmadi§ini gbzlemlemelrini sajlayacagimi
14. That | shall assist the HSW in availing of benelils provided under the laws of my
country / HSW'nin vatande§) oldudum dlke yaszlannin temidii  haklardan
yararisnmasint se§layacagimi

If is my undertaking that if any or all of the above undertsking are violated or not complied with, 1

will be subject to sanctions that are provided by the rules and reguistions goveming the
employment of Filipino household service workers from the Philippines.

Yukenioa beliriifen santlanin tamaminin veya bir kisminin ihla! edilgigi veya yerine getiriimedkji
durumlarda Filipinli iggilerin ¢aligma kurallanmi dizenleyen mevzual gercevesinde yaptinmlaria

tabi tutulacadimi taehhit edlyyorum.

Signature of Employer / lsverenin imzas)

Date / Tarih



CERTIFICATE OF EMPLOYMENT

This is to certify that started to work in our
house on as under
my personal sponsorship with a basic salary of per month.

She is still working in our house and she is going home to the Philippines on
20 and will be coming back on 20

This Certificate of Employment is issued as an integral part of my employment contract
submitted for verification to the Philippine Overseas Labor Office so I can secure the Overseas
Employment Certificate from the Philippine Overseas Employment Administration.

Issued this day of 20 at
Turkey.

NAME OF EMPLOYER and
SIGNATURE OVER PRINTED NAME



