Checklist of Requirements for Returning Workers Domestic Worker
(Balik-Manggagawa) from Lebanon

4 Instructions
Documentary Requirements (to be arranged accordingly in 2 sets)

1. Balik-Manggagawa Information Sheet

The worker should properly fill-up the BM information
sheet.

2. Notarized Employment Contract (NEC), with employer and worker in all pages and notarized.
Undertaking and Contingency Plan (CP) Undertaking and CP to be signed by the Employer

Employment Contract must be signed by the

3. Worker's Passport

Must be valid at least six (6) months from the date of
intended departure to Lebanon.

4. Worker's Work Permit Must be valid until the worker returns to Lebanon and
(with English translation if it is in Arabic)

the franslation should be done by any swomn
translator

5. Worker's Residence Permit
(with English translation if it is in Arabic)

Must be valid until the worker returns to Lebanon and
the translation should be done by any sworn
translator

6. Any copy of Employer's ID/ passport

ID/passport should have the signature of the
employer same with the employment contract. If the
employer submits histher Lebanese ID, it should be
translated to English

1.

Upon completion of all the requirements, scan and send to pololebanon@yahoo.com for review and request
for the schedule of appointment for processing and verification of employment contract.

2. The workers who have been to the Philippines for a number of times must log in and acquire OEC to

3.

www.bmonline.ph (POEA portal). If the worker forgot their bmonline account, he/she may request to
pololebanon@yahoo.com for the retrieval of his/her account. :

For inquiries, please call POLO at 05 953 523; 71 418 657 (Hotline)

PAYMENT SCHEDULE
1. Contract Verification Fee, POLO = $10.00
2. Membership, OWWA = 25.00

TOTAL $35.00
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RECEAVED RELEASED G No.:
: RFP nOz
BRZ EVALUATOR: P Assessment No.:
Assessed Amount:
5 POEA:
BRfE ASSESSOR/CASHIER: BALIK-MANGBGAGAWA OWWA:
PHILHEALTH:
EET

: INFORMATION SHEE w7 J
B PERSONAL DATA B
Last Name First Name Mame Ext. {e.g. Jr.,HE) Middlie Kame
Passpori No.:

Birthdate: / / Sex: D fiale E Female

PO ik o - XY _ Civil Status: [ singte [} widowser
Place of Birth: [} Married [ Jtegaily Separated/
£ Annulled
Home Address in the Philippines: :
Lot No. Block No. Phase io. House No. Street Mame Subdivision
Municipality/City Province ZIP Code

ssswo: F J 1 1 L 1L L 1T H T 11 Pag BIG RTN/MID:

Telephone/Ceilphone No. Eméil Address:

fother’s Full Maiden Name:

{ast Name First Name Middie Name
Name of Spouse (if married): o
L ast Name First Name fficidie Name

[ ‘CONTRACT PARTICULARS OF OFW {
Name of Company/Employer:

Address of Employer:

Tel. No.fFax No JE-Mail Address: Satary / Currency:

Position: _ Cordract Duration:

Date of last deploymeni from ihe Philippines: Date of recent relurn/amival ic the Philippines:
[ LEGAL BEREFICIARIES | QUALIFIED DEPENDENTS ]

Children (20 years ald and belovr} - Registered Birth Cerlificate; Non-Member Spouse - Regisiered Marmiage Cerlificate; Parents
{60 years old and above) - Senior Citizens Card and Registered Birth Ceytificate of Member (OFW)

Cemyplete Nan;ae Sex Relationship of OFW
to Dependent/s

Date of Birth

i hereby ceriify that the above statements are true and comect and that the above-named dependents have not been declared by
L

my spouse [ brother/sister.

Workes's Signature Over Printed Name

FOR Bl GRCUP/AGERCY

r

Name of Agency:




EMPLOVMENT CONTI

AT FOR LEBANON

For Filipine lHouschold Service Workers
LJeddno § peide i

Ol (o Jjiab (B pasy Bt

This employment contrast is excouted and entered into by
and beiween:

A, First Pany (Employer)

Fuliname
Nationality
Bom in
Place of residence
Family Status
Location of Register
ID, Individual chis!r:_uion Centificate

v—— e

Address

Telephone _
Mobile

- B.  Second Pary {Worker)

Full name

Nationality
Passport Number
Dateof Issuc _

Date of Expiry
Bomin
Family Status
Place of residence

Name of next of kin
Address and Contac: Numbers of next of kin

Whereas the Employer wishes to hire a qualified and
compeient person 10 work for him/her as a household service

worker;
Whereas the Worker enjoys the aforememioned
characieristics;

Whereas both paniies agreed on signing this contract in
accordance with the principles and values of the Lebansse
family:

Therefore both partics sipsed this contracl mutually and
voluntarily and hereby agree as follows:

i. The preamble is an intcgral pan of this contract.

2. The Employer agrees 10 hire the Worker as a
House helper in their house in accordance with
the provisicns of this contract.

3. The Employer undertakes 10 pay 10 the Worker, at
the end of cach month hisher full salary of
s . pursuant tc 2 bank iransfer with 2

writien receipt 1o be signed by both paniies.
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10.

12.

13

4.

15.

16

The Worker undenakes to perform histher work in
a sericus and sincere manner and to comply with
the instructions of the Employer, aking into
consideration the work rules, customs, ethics and
the privacy of the house,
Tne employer undeniakes nol 1o enploy the
Worker in any other work. The employer further
underiakes 1o employ the worker in hisher place
of residence oaly.
This contract is valid for 2 period of wo years to
be rencwed and signed on yearly basis.
This contract shall enter inio effect on the date of
departure of the Worker from the couniry of origin
to lebanon. The recruitmen! agency fiom the
couniry of origin is fesponsible for the Workes
during the Worker's wravel from the coumiry of
origin io 1.ebanon. It is understood that a1 the end
of this iwo-year contract, the Worker is not obliged
1o centinue working even if the residence permit or
work permit is st} valid. :
The worker consented 1o the aforesaid capacity in
accordsnce with the 1emms and provisions stated in
this contract.
The Employer and the Worker shall both keep
their own separatc copies of the wrinen receipls
which must clearly state imter alia the date of
payment. the amoun! paid and the bamk wransfes
detalls.
The Employer shall ensuse that the worker is able
‘o cpen a sole bank account in the name of the
Worker in Lebanon. subject o Lebanese banking
rules and regulations.

1. The Employer shall deposit the Worker's mopthly

salary from the first month of his’her employment,
mdwmmﬂmamndmﬁcmmcmuydm
dale.

The debit card, passbook or their equivalen)
document, as well as the deposit slip or proof of
transfer. shali be given to the Worker and shall
remain in hisher custody. The Employer shall
likewise keep a copy of the deposit slip or proof of
transfer,

The Employer shall ensure that the worker is able
w withdrew and remii hisher salary i hisfher
designawed beneficiary i the Philippine through
banks or sther formal channels once 2 month.

The Worker shall work for no more than eight {8)
Hours a day. if The worker resides within the
cmployer's household , howrs on call shall not
exceed four (4).
The worker shali
of rest al night and s minimum
breaks during the day.

The employer undertakes 10 grant the worker g
period of weskly st of pot less than 24
uninterrupled hours. if the worker resides in the
house of the empicyer, he'she shall not be obliged
e remain in the houscho'd or with houschold
members during rest day s,

£ at Jesst '0‘!?&'?}%351@ hours
of 1wo {2) hours of
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17.

18.

19,

228

23

A,

26.

27.

rd

The employer further umdenakes 10 granl the
worker & yearly vacation of fifleen{15) days - the
conditions of the use of which shall be defined by
both parties. if the worker chose not to avail of
his‘her vacation lease, the employer shall pay the
monetary equivalent 2t the end of each year of
employ ment.

The employer shall bear the cost of Iransponation
including zirfare to the site of employment and
back to point of origin upon the expiration of the
contract and ensure the waorker's timely
repairiation.

The emplayer undenakes to mezt the sequirements
of decent work and fulfili the worker's needs,
including food. clothing. adequate heating and
cooling as pant of the workers accommedation
with which hishes dignity and right 1o privacy are
respected.

The worker has the right to a sick leave based on a
medical repon for half a month with ful salary and
a month with half salary. The employer shall
ensure that the worker has the means 1o secure the
required medical repon.

. The employer shall ensure the safety of the worker

in the condect of her work and shall not ask the
worker 1o perform dangerous tasks,

if the worker suffers from sickness derived from
hisher semvices and work-related injuries, the
worker hes the right 1o additional sick Jeaves with
full salary for the entire peried of her illness ar
injury.

the employer undertakes 1o obwin a rosidence
permil and work permit for the worker in
accordance with the rules and regulation at his own
expense. The emplover also undertakes 1o renew
them for so long as the worker works for himer.
The worker shall ensure that she remews her
passpont six months prict W the expiry of her
residence permit 1o avoid any delays in the rencwal
of her residence and work permits. The employer
shall ensure that the worker has the means to
perform this task. Otherwise, the employer shall ke
responsible for any penalties that may be incurred
due 1o the delay in the renewal of the worker's
residence permit or work permit.

- The employer shall respect the worker's right 1o

privacy and to her personal belonpings.

The worker’s passport. residence permit, work
permit and copy of this contract shall remain at aii
times in the possession of the worker.

The employer shall ensure that the worker has
access 1o information materials, approved by the
Lebanese and Philippine govemments, on the
worker's rights and obligations in Lebanon.

The employer undertakes 1o provide the worker
with an insurance policy from a company
recognized in lebanon in accordance with the
conditions prescribed by the ministry of labor .

The insurance policy shall also cover the
repatriation of the worker's remains and personal
belongings o histher country of origin in case of
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2%,

3n.

3l

3.

34,

death’ as scon as legally possibie and without
undue delay. In casc the reparriation of remains is
not possible, the same may be disposed of afier
obtaining the approval of the worker's next of kin
or by the Philippine embassy.

There should be no restrictions on the worker's
religious practices and comespondence, including
but no1 limited to calls and SMS, through the
worker's own cell phone, during break times and
hours on cail.

The Worker has the right io receive telephone calls

and letters addressed to him/her. The Emplover
shall let him/her call his/ber family at least once a
month on the Employer’s expense. Other phone
calls made should be paid by the Worker
himselihersell.

The Employer shall be entitied to terminste this
contrac in the followine cases:

a Serious misconduct or willful disobedience by
the worker of the law ful orders of the employer or
a member of his'her family afler such has been
satisfactorily prosen by the Employer.

b. In case the Worker commits an acl thal is
punishable by Lebanese laws in accordance with a
coun judgment.

In such cases. the Worker shall be obliged 1o pay
the price of the retum lickel 10 his'her couniry of
origin.

The Worker shall be entitfed 1o lerminate the
contract, with the Employer taking full
responsibility, in the following cases:

a 17 the Worker is physically abused, malircated,
assaulted, sexually abused cr harassed, threatened
and verbally or psychologically abused by the
Emplover, any member of histher family or any
resident of hisher house, afler such has been
satisfactorily proven by the Workes.

b. If the Employer employs the Worker under a
capacity other than that under which he/she had
been recruited without histher writien consent.

¢. I the Employer commits any salary deduction.

4. If the Employer violates any of the terms of this
contract, which includes, imter alia, any undue
delay in the payment of the Worker's salary.

in such cases, the Employer shall be obliged 10
r=turn the Worker to histher country and to pay the
cost of the travel ticken,

The Emplover may terminate the contract without
cause by senving a wrillen notice 1o the Worker at
leasi one month in advance. The Employer shall
shoulder the cost of the Worker's repartiation.

The Werker may terminate the conlracl withoul
cause by scrving 2 written notice o the Employer
8t least one month in advance. The Worker shall
shoulder the coslt of histher repatriktion.

Either party may terminate this coniraci on the
ground of ifiness. disease or injury suffered by the
Worker. where the latier's continued employment
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is prohibited by law o is prejedicial w0 ihe
Worker's health as well a5 1o the health of the
Employer or hisher household. The repatriation
expenses shall be shouldered by the Employer.
In case of dispute between the Emplove: and the
Worker, the matter must be referred by either party
1o the Lebanese Ministry of Labor or to the
competent Lebanese coun o claim sny rights
and/or compensation. The Worker has the right 1o
request the presence of a iranslalor and/or a
representative from the Embassy of the Warker.
Either party may also choose 10 initiaily refer the
matter 1o the Embassy of the Weorker which shail
endeavor to settle the issue amicably to the best
interest of both partics. If the dispute remains
unresclved. the Embassy shall refer the matter 1o
the appropriste Llebanese suthorities for
adjudication and/or resolution, if requested by the
Worker.
The Employer shali cnsure the immediae
repatriation of the Worker at the Emplovers
expense. in the evenl of war. civil disurbance or
major natural calamity.
This comract may be senewed only upon the
mutual agreement of the Worker and the
Employer.
In case the Worker desires to continue working
with the Employer sfier the expiry of the 2-year
comiract withow! retuming 1o hisher coumny of
origin for a vacation. the Worker is entitled 2o an
additiona! ome-month salary for every yewr the
contracl is remewed.

Pzyment of the additional one-month salary shall

be made wpon the completion of one year of

service in line with the one-year rencwal of the
coniract.

41. This contract has been drawn up before the Notary
Public in Arabic ard English under three duplicate
copies. Both texts have equal aumthoritalive effect
and are signed by both panies. im case of
discrepancy between the wo versions, the
prevailing text is the text wrinen in English.

The Employer and Worker shall each receive their own

copy.

in witness whereof. the parties have signed this coniran

36

37

38.

39.

40.

G a
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Philippine Embassy
PHILIPPINE OVERSEAS LABOR OFFICE

Baabda, Lebanon

Administrator BERNARD P. OLALIA
Philippine Overseas Employment Administration
EDSA cor Ortigas Avenue, Mandaluyong City
Philippines

SUBJECT: CONTINGENCY PLAN
Dear Administrator Olalia:

Please be advised that in the course of any impending contingency (i.e., natural
calamity, man-made disaster/war), [ shall strive my best to repatriate my worker,
who is working in my house to her point of

origin the soonest time possible via safe course travel.

If repatriation measure is not possible as prompted by prevailing circumstances
that may occur, I shall provide her continuous support (food, medical, clothing and safe
shelter) and will constantly communicate the status of his/her living conditions with the
Philippine Labor Office (POLO) of the Philippine Embassy and with her/his family.

AND BY VIRTUE OF THIS LETTER, I pledge to give her/ him a reasonable and
justified treatment.

Very truly yours,

EMPLOYER’S NAME/SIGNATURE

‘P”d Elinna DIGhiac o Bckh Joi: WD sl Al ™ 5. Y Traclicels: Pkl HNlioka



at

Philippine Embassy
PHILIPPINE OVERSEAS LABOR OFFICE
Baabda, Lebanon

UNDERTAKING BY THE EMPLOYER OF DOMESTIC WORKER

L , with residence and postal address

, employer of OFW

solemnly promise to undertake the following:

Signature of Employer:
Contact numbers: Mobile ; Tel. ; Fax

Email:

That I shall bring her/him for registration at the Philippine Embassy;

That she/he shall be made to work in my residence only and shall be treated humanely by
me and other persons staying at my house;

That she/he shall be given rest day, separate sleeping quarters and given rest period of at
least eight (8) continuous hours daily;

That she/he shall be allowed to freely communicate with her family in the Philippines at
reasonable time of the day or night;

That she/he shall be permitted to communicate with the Embassy when needed and shall
have custody of her passport at all times;

That I shall not make her/him extend her/his contract or transfer to another employer
without informing the Philippine Overseas Labor Office (POLO) Embassy and shall
present her/him at the POLO when so required;

That in case of misunderstanding between her/him and myself, I shall consult the Labor
Attaché of the POLO of the Philippine Embassy; and

That I shall notify the POLO of the Philippine Embassy of any significant developments
about her/his health condition and employment if any, including her repatriation.

2 Floor, Philippine Embassy, W Building, Mar Geries St., Hadath, Baabda, Lebanon



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 .

NAME OF EMPLOYER and
SIGNATURE OVER PRINTED NAME



