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

FOR DIRECT INDIVIDUAL EMPLOYERS FOR HOUSEHOLD WORKERS
per POEA Memorandum Circular No. 5

Amount of Verification Fee to be paid to POLO - $40.00

a. Original notarized employment contract and have Apostille stamp from the Governor’s

Office;

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

departure;

Copy of worker’s valid work permit;

Undertaking of the employer;

Contingency Plan;

Original copy of the formal arrangement between the individual direct employer and the

designated Philippine Recruitment Agency (PRA) to hire/deploy a household worker.

be signed by both the employer and the PRA;

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

Employer’s profile with complete address and contact information, proof of capacity to

employ and pay wages, and number of persons in the households;

i. Certificate from police that the employer or any of the immediate family members has

no criminal record and has not been implicated in any case of abuse;

Copy of PRA’s valid license; and

k. Copy of the employer's airway bill shipment receipt for the documents to be sent back
to Turkey.
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Please note that

- Itemsb, ¢, d, e and f are downloadable;

- Item g (if ID is submitted) it should be translated to English; and

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



FORM 1

STANDARD EMPLOYMENT CONTRACT

For Household Service Workers

(Restricted to nannies of children and caregivers for the elderly and physically-ill person)

Ev Hizmetleri Calisanlari Igin
(Cocuk bakicilari, yash ve engelli kigi bakicililari ile sinirhdir)

STANDART IS SOZLESMESI

Ev hizmetlerinde galigacak Filipinli iggiler igin

This employment contract is executed and entered in by and between:
Isbu sézlesme agagida adi gegen taraflar arasinda akdedilmistir

A. Employer/ igveren:
Address / Adresi:
Civil Status / Medeni Hali:
Contact No. / lletisim No:
Passport No. / Pasaport No.:
Date/Place of Issue / Verildidi yer ve tarih:

B. Represented in the Philippines:/Filipinlerde temsil edilen:
Name of Philippine Recruitment Agency:/Filipinler igse alma ajansinin ismi:

C. Household Service Worker / Ev hizmetleri iscisi:
Philippine Address / Filipinler Adresi:
Civil Status / Medeni Hali:

Contact No. / lletisim No:
Passport No. / Pasaport No.:
Date/Place of Issue / Verildigi yer ve tarih:

Voluntarily binding themselves to the following terms and conditions
Sézlegmenin taraflar! agagida verilen hiikiim ve kogullarla kendilerini bagli kilarlar

1

2.

Site of Employment / Isyeri:

Contract Duration TWO (2) years commencing from the household service worker's
departure from the point of origin to the site of employment / Sézlesme siiresi, ev hizmetleri
gdreviisinin kendi llkesinden ig yerine variginit miiteakip iki (2) yildir.

Basic monthly salary US$ / Aylik maag Amerikan Dolari

Work Hours: The household service worker shall be provided with continuous rest of at least
twelve (12) hours per day / Calisma saatleri: Ev hizmetleri isgisine giinliik araliksiz en az 12
saat dinlenme stiresi verilecektir.

Rest day: At least one (1) rest day (24 hours) per week / [stirahat giinii: Haftada en az bir (1)
glin (24 saat)

Signature of Employer Signature of Empoyee
Page 1 of 5



FORM 1

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 hizmetleri isgisinin kusuru olmaksizin ig akdinin feshi halinde veya fors major
durumlarda, caliganin igyerinden kendi (lkesine (icretsiz olarak déniigiiniin saglanmasi;
sézlegsmenin yenilenmesi halinde isginin llkesine gidis-déniisi igin ekonomi sinifi ugak biletinin
igveren tarafindan temin edilmesi gerekmektedir.

7. 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 hizmetleri isgisine, ilgili Tiirkive mevzuatina uygun olarak
Ucretsiz bir sekilde, egyasi ile beraber sahsina ait bir uygun ve sadlikli bir yagam alani temin
etmenin yanisira yeterli gida 6denedi ayiracaktir.

8. Free emergency medical and dental services for the household service worker including
facilities and medicine / Ev hizmetleri isgisinin, tesis ve ilaclar dahil olmak iizere, (icretsiz
olarak genel saglik ve discilik hizmetlerinden yararlanmasi saglanacaktir.

9. 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
sayili Tiirk Is Kanunu'nun 53. maddesi geregince, iki yillik sézlesme stiresinin en az bir yihni
tamamlamig olan ev hizmetleri isgisinin her yil ondért (14) takvim giiniinden daha az
olmayacak sekilde ticretli yillik izin kullanmasi igveren tarafindan saglanacaktir.

10. 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, iggi igin ev sahibi ilkenin giivenilir bir sigorta sirketiyle bireysel yasam, kaza,
saglik ve llkesine geri déniig sigortasi yapar.

11. The Employee shall have the following duties and responsibilities under this Contract / Bu
s6zlesmeye gore, is¢i asagidaki gérev ve sorumluluklari yerine getirecedini taahiit eder:

Pao oo

12. The Employer is mandated to open a bank account in the name of his/her employee to which
all the employees’ salaries and benefits are to be deposited and recorded. This is stipulated in
Article 32, Chapter 3 of the Turkish Labor Law 4857. / 4857 sayili Tiirk Is Kanunu'nun 32.
Maddesi uyarinca, igveren, isginin maagini ve diger 6demelerinin kayit altina alinmasi igin, iggi
adina agilacak bir banka hesabina yatirmakla yikimitdiir

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

Signature of Employer Signature of Employs&2 °f>



FORM 1
14. Special Provisions / Ozel hiikiimler:

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. / [sveren, ev hizmetleri isgisine saygili, adil ve insan onuruna yaragir sekilde
davranacaktir. Isciye higbir surette fiziksel siddet kullanlamaz; sézlii 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
assigned in any commercial industrial or agricultural enterprise. / Isci, sadece s6zlesmede
belirtilen adreste ve sadece ev igi hizmetlerde istihdama yénelik ise alinacaktir. Isveren,
higbir kogulda is¢iden bagka bir yerde calismasini talep etmeyecek, kendisini ticari veya
tarimsal bir iste galismaya zorlamayacaktir.

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, iscinin sézlegmede belirtilen maasindan
herhangi bir kesinti yapamaz. Yasanin zorunlu kildi§i kesintiler olmasi halinde, yapilan
kesintinin makbuzu iggiye teslim edilmelidir.

d. The employer shall pay for the household service worker's work permit and exit re-entry visa
and all recruitment costs and shall not seek reimbursement from the household service
worker at any time / [scinin galisma izni veya yeniden giris vizesi masraflari igveren
tarafindan karsilanacaktir.

e. The Employer shall not hold or withhold the Household Service Worker's passport 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) / Igverenin, iscinin pasaportuna rizasi
olsun ya da olmasin el koymasi hukuka aykiridir. (1996 tarihli 8239 sayili Filipinler
Cumbhuriyeti Pasaport Kanunu ve 5237 sayili Tiirk Ceza Kanunu’nun 109'uncu ve 148'inci
maddelerine gére)

f. The passport, work permit of the household service worker shall remain in his/her
possession at all times. / Ev hizmetleri isgisi, pasaportu ve galisma vizesini daima kendisi
muhafaza edecekiir.

g. No provisions of this contract shall be altered amended or substituted without the written
approval of the Philippine Embassy or POEA. / Isbu sézlesmenin herhangi bir hiikmii,
Filipinler Biiyiikelgiligi'nin veya POEA’nin yazili onay! olmaksizin degistirilemez.

15. In the event of death of the household service worker during the term of this contract
his/fher 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
Philippine Embassy / Igshbu sézlesme dénemi igerisinde ev hizmeti isgisinin vefat etmesi
durumunda, cenazesinin ve gahsi egyalarinin Filipinler'e génderlime masraflar! isveren
tarafindan karsilanir. Cenazenin taginmasinin mimkin olmadidi durumlarda isginin ailesinin
veya Filipinler Cumbhuriyeti Biiylkelgiliffi'nin onayr alindiktan sonra, merhumun cenaze
islemleri dini inanci dogrultusunda gergeklestirilebilir.

16. Termination / I sézlesmesinin feshi
a. Either party may terminate this contract by giving one month’s notice in writing or one

Signature of Employer Signature of Employee
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month’s wages immediately upon departure of the employee in liue of notice. Her iki
tarafian biri, bir ay énceden yazili olarak bildirmek sartiyla bu iy sozlesmesine son
verebilir. Bir ay onceden bildirim yapilmiyorsa, is¢i ayrildiktan hemen sonra isciye bir
aylik maas édenmek zorundadir.

In the event of termination of this contract, both the employer and the employee shall give
the Philippine Embassy and the Ministry of Labor and Social Security notice in writing
within three days of the date of termination. A copy of the other party’s written
acknowledgement of the termination shall also be forwarded to the Philippine Embassy
and the Ministry of Labor and Security. Iy sézlesmesin sonlandirilirsa, isveren ve isgi
Filipinler Biiyiikelciligine ve Calisma ve Sosyal Giivenlik Bakanhgna is sozlesmesinin
iptalinden 3 giin énce yazil olarak bildirimde bulunmak zorundadir. Diger tarafin is
sozlesmesinin sonlandirildiging dair yazili onayi Filipinler Biiyiikelciligine ve Calisma ve
Sosyal Giivenlik Bakanhgina gonderilir.

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
shoulder the repatriation expenses in this case. Isveren tarafindan fesih: Isveren,
swalanan herhangi bir mesru sebepten Gtiirii iy akdini feshedebilir: Iscinin kendisine
verilen igleri ihmal etmesi, ev sahibi iilke Yasalarim ihlal etmesi veya isverenin hukuka
uygun talimatlarim bilingli olarak yerine getirmemesi veya yanlis yerine getirmesi. Soz
konusu durumlarda ev hizmetleri iscisi iilkesine doniis masraflarmi kendisi karsilamakla
miikelleftir.

. 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 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 / Isci tarafindan feshi: 1) Hakli sebep
olmaksizin fesih: ev hizmetleri isgisi, Igverene en az bir ay 6nceden yazili olarak haber
vermek kaydiyla hakli sebep géstermeksizin sézlegsmeyi sonlandirabilir. Bu stireye riayet
edilmedigi takdirde is¢i déniis masrafiarins karsilamakla yikdmididiir. 2) Hakli nedenle
fesih: Ev hizmetleri iggisi, 6 ze | hid kdmleriniblal edildigi, isveren tarafindan
kendisine veya ailesine iyi muamele edilmedigi, maaginin bdenmedigi, sézlesme
sartlarina uygun davranimadi§i veya fiziki saldiri veya cinsel taciz gibi durumlarla
karsilasmasi halinde isverene herhangi bir bildirimde bulunmaksizin sozlesmeyi
feshedebilir. Bu gibi durumlarda isginin iilkesine déniis masraflari igveren tarafindan
karsilanir.

Signature of Employer Signature of Employee
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¢. Termination due to illness: Either party may terminate the contract on the grounds of
illness, 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: Sézlesmenin taraflarindan herhangi biri, igginin
kanunlar gergevesinde belirtilen hastalik, yaralanma ve sakthk durumlarinda is géremez
hale gelmesi veya igginin durumunun isverene ve ailesine tesir edebileceginin gézlemlendigi
hallerde, sézlesmeyi feshedebilir. Isginin (ilkesine geri déniis masraflari igveren tarafindan
karsilanir.

17. Settlement of Disputes: In case of dispute between the household service worker and the

18.

19.

20.

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. / Uyusmazliklarin ¢éziimii: S6zlesmenin
taraflarindan herhangi biri aralarinda ortaya cikabilecek anlagmaziiklarin ¢bzimii hususunda
Filipinler Cumhuriyeti Bliytkelgilidi'ni bilgilendiriimelidir. Bliyiikelgilik ise her iki tarafin lehine
olacak sekilde anlasmazhigin sulh yoluyla ¢6ziimii icin girisimde bulunacaktir. Blyiikelgilik,
anlasmazhgin sulh yoluyla ¢bziime kavusturulamamasi halinde, yasal sirecin muhtemel
sonuglari ile alakali bir 6nyargi olmaksizin, ilgili dosyay! Calisma Bakanligi'na yénlendirecektir.

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 déniis masrafiari isveren tarafindan kargilanacakiir.

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 hiikiimler,
Filipinler ve ev sahibi llkenin ilgili kanunlar gergevesinde diizenlenmigtir. Ev sahibi Ulkenin
galisma ve istihdam ile ilgili yasal hikimleri bu sézlesmenin kapsami 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
iki (2) yillik s6zlesme siiresi icerisinde Filipinler Cumhuriyeti Blytikelgiligi'ne miiracaat ederek
en az bir defa Oryantasyon Seminerine (PAOS) katiimalari zorunludur. Buna uyulmamasi
durumunda Filipinler Bliyikelgili§gi, Konsolosluk Birimi'nin sdzlesmeyi yenilememe veya
onaylamama hakki vardir.

In witness thereof we hereby sign this contract on day of at

| Isbu sozlesme yukarida belirtilen hususlar

cercevesinde belirtilen tarihte ve yerde imzalanmigtir.

Employer’s Signature Employee’s Signature
isverenin imzasi Isginin imzast
Witness Witness
Sahit Sahit

Page 5 of 5



FORM B
UNDERTAKING OF THE EMPILLOYER FOR THE EMPLOYMENT OF
A HOUSEHOLD SERVICE WORKER (HSW)
EV HIZMETLERI ISCISININ ISTIHDAMI ILE ILGILI ISVEREN TAAHHUTNAMES/
1, , With residence at
(Name of Employer / Isverenin ad))

, do hereby
underiake the following in connection with the employmem of Filipino household service worker

(HSW) __in my household.
{Name of Employee / Isginin adl)

adresinde mukim, ben,
. isimli Filipinli ev hizmelleri iggisi (HSW) ile aramda yapian :5
sozfe§mes: uyarinca asagidaki sartlan yerine getirmeyi taahhit ediyorum.

1. That upon arrival of the HSW, | will make her/him contact the Philippine Embassy by
phone to confirm her arrival / HSW isyerine ulastiginda Filipinler Cumhuriyeti
Buydakelgiligi'ne bilgi paylasimi igin telefonla ulagmasini saglayacagmmi

2. That the HSW shall have custody of her/his passporifiravel documents at all times /
HSW'ye ait pasaport ve difer seyahat belgelerinin daima kendi sorumluluju aliinda
muhafaza edilecedini ;

3. That the HSW shall be treated humanely by me and by the other persons staying at
my house / HSW'ye sahsim ve evimde yasayan diger kigiler tarafindan insana yakigir
bir gekilde muamele gorecegini <

4. That | shall provide the HSW with a separate sleeping room / HSW'nin sahsina ait
bir yatak odasi tahsis edilecegimi

5. That the HSW shall be given a rest period of al least twelve (12) continuous hours
daily / HSW'ye ginlik araliksiz en az 12 saat dinlenme sdresi verilecedini

6. That the HSW shall be made to work only in my residence as indicated in the
contract / HSW'nin sézlegmede belirtildigi gibi sadece benim evimde gahstinlacagini

7. That upon the request of the Philippine Embassy, the HSW shall be allowed to
communicale with the Embassy via phone / Filipinler Cumhuriyeti Biiyakelgiligi'nin
falep etmesi halinde, HSW'nin telefon yoluyla elgilik ile goérasmesine miisade
edilecegini

8. Thal the HSW shall be allowed 1o freely communicate with her/his family in the
Philippines or with the Philippine Embassy / HSW'nin gerek Filipinler'deki ailesi
gerekse Filipinler Cumhuriyeti Bdyikelgiligi ile serbestge gériismesine misade
edilecegini

8. That | shall present in person the HSW to the Philippine Embassy when so required /
Ihtiyag duyuldugunda HSW'yi Filipinler Cumhuriyeti Biylkelgiligine bizzat getirecedimi

10. Thet | shall nol make the HSW exiend her contract or transfer fo another employer
withoul the verificetion and approvzal of the Philippine Embassy / Filipinler Cumhuriyeli
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Bliydkelgiligi'nin onayr alinmaksizin HSW'nin is sézlesmesinin uzatimasina veya
bagka bir isverene transfer olmasina miisade etmeyecegimi

11. That | shall appear in person before the Philippine Embassy, when so required /
Gerekli durumlarda Filipinler Cumhuriyeti Biydkelgili§i'ne bizzat gelecedimi

12. That | shall nolify the Philippine Embassy of any significant developments about the
conditions and employment of the HSW including her/his repatriations / HSWnin genel
durumu veya is durumu ile alakal 6nemli geligmeler hakkinda Filipinler Cumhuriyeti
Bayakelgiligi'ni bilgilendirecegimi

13. That | shall explain to the members of my household the foregoing underiaking and
ensure that the undertakings are observed by them; and / Hane halkini bu
taahhitname hakkinda bilgilendirecegimi ve onlarn da belidilen sarilara uyulup
uyulmadigini gézlemlemelrini saglayacagimi

14. That | shall assist the HSW in availing of benefits provided under the laws of my
country / HSW'nin valandag! olduGum dlke yasalarinin itanidi§i  hakiardan

yararlanmasini saglayacagimi
It is my undertaking that if any or all of the above underiaking are violated or not complied with, |

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

Yukarida belirlilen garilarin tamaminin veya bir kisminin ihlal edildigi veya yerine getiriimedigi
durumlarda Filipinli iggilerin ¢aligma kurallarini diizenleyen mevzual gergevesinde yaptinmiaria

tabi tuiulacagmi taahhiit ediyorum.

Signature of Employer / Isverenin imzasi

Date / Tarih
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JRE e/ ()

PHILIPPINE OVERSEAS EMPLOYMENT ADMINISTRATION
FILIPINLER DENIZASIRI ISTIHDAM IDARES/

SUBJECT: CONTINGENCY PLAN
KONU: ACIL DURUM PLANI

GENTLEMEN:
YETKILI:
I, the undersigned, _ e, 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 eveni of any contingency (i.e. Natural
Calamity, or Man made Disaster/War).

Ben, asagida imzasi bulunan _ , hizmelimde caligacak
olan Filipinli isgi ___ S _ fle alakali agagidaki Acil Durum

Plani’nt teblig ediyorum. Bu plan acil durumlarda (dogal alet veya savas) alinacak iyilegtirici

tedbirleri kapsamakiadir.

- In the 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 /
Yakinoda ortaya gikmasi beklenen acil durumlarda, igginin en givenli seyahat yontemi ile
ilkesine geri gonderilmesi igin elimden gelen gabayi gosterecegimi,

2- |f repatriation measures are nol possible as prompled by the prevailing circumstances
that may occur | shall provide continuous support to the employee (i.e. food, medical
provision, clothing's and sale shelter) as well as ensure remittance of their salaries to
their families including constant communication with the update of their living condition;
and / Isginin lilkesine dénlist igin alinacak tedbirlerin oriaya ¢ikan kogullardan dolayi
uygulanamamasi ourumunda, kendisine araliksiz olarak destek saflayacadima (gide,
saglik ve giyim) ve isginin Filipinler'de bulunan ailesiyle sirekli iletisimde olmasini
saglayarak, maaginin aileye havalesini temin edecegimi, ve

| 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. / Isgiye galisma siresi boyunca giivenilir bir
sigoria kurumu araciligiyla bireysel kaza sigoriasi yapliracagimi,

w
O

AND BY VIRTUE OF THIS LETTER, we pledge fo give the employee a reasonable and justified
treatment for his/her well-being in accordance with the job contract. / BU MEKTUP MUCIBINCE,

isgive is sbzlegsmesi gergevesine uygun olarak makul ve hakli muamele edecegimi taahhiit
ediyorum.

Signature of Employer Page 1 of 3
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COMPANY LETTER HEAD

RECRUITMENT AGREEMENT
between

Company/Employer/Foreign Principal

and

Legal Representative, Philippine Recruitment Agency

This  Recruitment  Agreement entered into by and  between

(Name of

Company)with office address at
Lebanon, represented by its

President/Manager ,  hereinafter
referred to asCompany/Employer/Foreign Principal and
(Name

ofRecruitment Philippine Agency) with office address at
,Philippines,re

presented by its President/Manager , hereinafter

referred to as the Legal Representative, set forth the following purposes, terms and
stipulations:

1.0 GENERAL PROVISIONS:

1.1 The Company/Employer/Foreign Principal shall utilize facilities and services of
for the
purpose of pre-selection, recruitment, processing and documentation of Filipino
workers hired thru the said Legal Representative. It shall also avail of such services
and facilities for the rehiring of the workers, as appropriate;

1.2 The Legal Representative shall make available to the Company/Employer/Foreign
Principalpre-screened applicants as requested per Job Order. As may be agreed upon
by the parties, the Company/Employer/Foreign Principal shall have the final
authority on the selection of workers;

1.3 The services of the said Legal Representative shall include but not limited to cause
for the medical examinations of the workers, processing of employment contracts in
the Philippine Overseas Employment Administration and the mandatory
briefing/orientation on the working and living conditions of Lebanon like customs
and traditions; security, etc.; and

1.4 The Legal Representative shall also provide its facilities and services for the
processing, documentation of workers rehired by the Company/Employer/Foreign
Principal under such terms and conditions as may be agreed upon by the parties.

Signature of PRA Representative Signature of Employer



2.0 FEES AND TERMS OF PAYMENTS:

2.1

The employer shall pay the Legal Representative the sum of § per selected
worker as recruitment/placement/processing fees forthe pre-selection, documentation
and processing services, in accordance with the rules and regulations issued by the
Philippine’s Department of Labor and Employment — Philippine Overseas
Employment Administration. Such payments shall not in any manner be charged to
the applicants/workers by either the Legal Representative or the
Company/Employer/Foreign Principal. The fee will be paid only after the
Company/Employer/Foreign Principal approves the selection of the worker/s.

3.0 TRAVEL ARRANGEMENT:
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The Company/Employer/Foreign Principal shall be solely responsible for and bear
the expenses of securing work visa of accepted workers as well as their plane tickets
from point of origin to Lebanon, including the payment of travel tax, except when
the Company/Employer/Foreign Principal upon payment of the costs, requests its
Legal Representative to arrange for the travel of the workers.

4.0 EMPLOYMENT:

4.1

4.2

The Company/Employer/Principal and the Legal Representative shall sign the
attached Master Employment Contract (MEC) which stipulates the terms and
conditions of theworker’s employment. The MEC shall form as an integral part of
this Recruitment Agreement which is subject to the approval by the Philippine’s
Department of Labor and Employment — Philippine Overseas Employment
Administration. There is also a “probationary period” of three (3) months; and

In case of renewal of Employment Contract between Company/Employer/Foreign
Principal and the worker, said worker may be entitled to a reasonable adjustment in
salary and benefits in accordance with the company’s pay scale and practices.

5.0AUTHORITY, JOINT AND SOLIDARY LIABILITY

LEGALREPRESENTATIVE:

5.1 To represent the Company/Employer/Foreign Principal before any and all
government and private offices in the Philippines;

5.2 To enter into any and all contracts with any person, corporations, institutions or entity
in a joint venture or as partner in the recruitment, hiring and placement of Filipino
contract workers for overseas employment;

5.3 To sign, authenticate and deliver all documents necessary to complete any
transactions related to such recruitment and hiring, including making necessary steps
to facilitate the departure of recruited workers in accordance with the Labor Code of
the Philippines, as amended and its rules and regulations;

5.4 To bring suit, defend and enter into any compromises for and in behalf of the

Employer/Company/Foreign Principal in litigation’s involving the hiring and
employment of Filipino workers; and

Signature of PRA Representative Signature of Employer

OF
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To assume jointly and solidarily with the Company/Employer/Foreign Principal any
liability/responsibility =~ that may arise in  connection with the
recruitment/hiring/deployment of the workers, including the full implementation of
the employment contract , to pay and settle claims and demand any obligations,
judgments or awards to such worker by way of indemnification of reimbursement for
whatever amount the Legal Representative may be forced or obliged to pay in behalf
of the Company/Employer/Foreign Principal.

6.0 REMITTANCE OF EARNINGS:

7.0 RESPONSIBILTIES OF THE COMPANY/EMPLOYER/FOREIGN PRINCIPAL:
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6.1

el
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The Company/Employer/Foreign Principal shall encourage all workers to remit at
least percent (___%) of his/her salary to their families in the Philippines.

The Company/Employer/Foreign Principal shall exert all possible efforts to enhance
the welfare and protect the rights of Filipino workers hired under this Agreement in
accordance with the laws of the Philippines and Lebanon, international covenants on
expatriate employment and in accordance further with the possible treatment already
extended to other workers at its worksite;

Except for the reasons caused by the fault of the employee, force majeure or flight
delay, the Company/Employer/Foreign Principal shall bring the worker to the
worksite in Lebanon within thirty (30) days from the date of scheduled departure as
specified by the employer upon filing a job requisition. Should the employer fail to
do so for no valid or justifiable reasons, he shall pay the worker reasonable
compensation as may be determined by the appropriate authorities for every month or
a fraction thereof of delay. Payment made under these provisions shall be made to
the workers through the employer’s Legal Representative or to the government
agency appropriate for the purpose. Should the employer cancel the employment
contract or if the delay already exceeds two (2) months and the worker selects to
cancel the said employment contract, the Company/Employer/ Foreign Principal shall
pay the worker an additional amount of compensation as may be determined by the
appropriate authorities. In this case, the Company/Employer/Foreign Principal shall
not reimburse the amount he paid to its Legal Representative for documentation and
processing fees; and

In case of termination of worker’s employment for cause or as a result of death or
serious injury, the Company/Employer/Foreign Principal shall immediately inform
the Philippine Overseas Labor Office — Philippine Embassy in Lebanon. In case the
worker dies, the Company/Employer Foreign Principal shall immediately inform the
Philippine Embassy and shall bear the attendant expenses for the repatriation of
his/her remains including personal belongings to his/her relatives in the Philippines,
and if repatriation is not possible under certain circumstances, samemay be dispensed
with,upon prior approval of the next of kin or by the Philippine Embassy.

In all cases, the Company/Employer/Foreign Principal shall insure that the benefits
due to the workers shall be made available to him/her or his/her beneficiaries within
the shortest possible time.

Signature of PRA Representative Signature of Employer



8.0 SETTLEMENT OF DISPUTES:

8.1 In case of dispute arising from the implementation of the employment contract between
the Company/Employer/Foreign Principal and the worker, all efforts shall be made to
settle them amicably. If necessary, such negotiations shall be undertaken in cooperation
and with the participation of the Philippine OverseasLabor Office, Philippine Embassy.

8.2 In case the amicable settlement fails, the matter shall be submitted to the competent
or appropriate body in Lebanon. During the process of settlement or while the case is
pending, the worker shall endeavor to fulfill his contractual obligations to the
Company/Employer/Foreign Principal and the Company/Employer /Foreign
Principalshall ensure that such obligations shall be undertaken without duress or
recrimination; and

8.3 In case of dispute about this Recruitment Agreement, the parties thereto must attempt
to resolve them amicably. If the efforts to amicably settle fail, then the dispute shall
be referred to the appropriate bodies for hearing and adjudication or to whatever
bodies/courts where parties agree to have the dispute settled.

9.0 TERMINATION OF AGREEMENT:

9.1 This Recruitment Agreement shall be in effect for a minimum period of two (2) year
from date appearing herein below unless sooner terminated by either party after thirty
(30) days prior written notice. The responsibilities of the parties shall be in effect up
to the completion of the last employment contract signed with a recruited worker/s
and the rights of the worker/s recruited under this Agreement must be recognized and
the terms and conditions of their employment contract shall be strictly adhered to be
complied with. Unless either party so notifies the other of its termination, this
Agreement shall be automatically extended or renewed for another year.

10.0 LANGUAGE OF AGREEMENT:

This Recruitment Agreement is written in English and in Arabic and both copies
shall be deemed binding to the parties.

11.0.  GOVERNING LAW:

This Recruitment Agreement shall be the governing instrument between the
parties and shall be interpreted in accordance with the laws of the Philippines
andLebanon, international laws or covenants and practice.

IN WITNESS THEREOF, we have hereunto set our hands this day of
2l in , Turkey.

Signature of PRA Representative Signature of Employer/Company/Principal



INFORMATION SHEET OF THE EMPLOYER

Name :

Address:
Nationality:
Cellphone Number :
Telephone Number:
Email Address :
Company Name/Employer:

Address :

Telephone Number :

Name of Family Members:

Name of Other Filipino Household Workers if
any:

I declare that the above information are true and correct.

Name and Signature of Employer
Date

Age



